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SUMMARY

OPPORTUNITIES AND REQUIREMENTS FOR INITIAL
EMPLOYMENT OF SCHOOL LEAVERS WITH EMPHASIS
ON OFFICE AND RETAIL JORS

Dr. Fred S. Cook
Dr. I_i‘r:ank Y, Lunham

Wayne State University

Proposal No. 2378
January, 1964 to June, 1966

BACKGROUND

In Detroit, as in other metropoliten areas, many skilled occupations
are being changed by automation and other technological developments.,
Vnat 1s the effect of these changes on the number and types of entry
jo‘bs?l It has been assumed that shifting job requirements brought about
by these changes have caused an imbalance between the needs of business
and the current high school curriculums, Curricula innovations must be
predicated upon data relative to current and anticipated entry job require-
ments.

Two major sources of data are available about entry Jobs &nd the
demands for these jobs: employers and high school leavers.2 The current
study focused on data to be collected concurrently from samples of both
businesses and high school leavers within the political boundaries of
Detroit. These data were used to develop a curriculum demonstration

project3 in office and retail areas for the Detroit Public Schools.

lThe term "entry job" 1s defined as the first full-time job of a school
leaver (aged 16-21 with a high school education or less) working a mini-
mum of thirty-five hours rer week and hired on a permanent basis with no
previous full-time experience in a relate: field.

2High school leavers are defined as graduates and dropouts.
3Senior Intensified Program, U.S.0.E. Project 6-1968.
xi
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OBJECTIVES

The objectives focus primarily on entry jobs in office and retail
occupations. Specifically, the purposes were to:

l. Determine the current labor market for high school leavers (aged
16-21) as reported by empleoyers. ‘
a, What are the jobs available that can be filled ty school
leavers?

be Under what conditions would employers hire this age group
for these jobs?

c. What are the characteristies of entry jobs for office and
ratail occupations?

ds What are the specific business skills demanded as a pre-
requisite for entry into office and retall jobs?

2+ Determine what actually happened tc school leavers as they sough*,
Yo enter the labor market as reported by school leavers.

as VWhat kinds of entry jobs were obtained by school 1eavers}
according to size, kind of business, and job classificetions
in business?

be What specific business skills were demanded as a prerequisite
for entry jobs?

3+ Determine rclationship, if any, between data collected from
both groups of respondents--employers and school leavers.

4. Develop a prototype for examining entry job opportuiities and
requirerents that other métropolitan school districts could
Usee

PROCEDURES

To accomplish the aims of this study it was necessary tos

l. Determine the sampling procedures for the two universes:
(a) employers and {b) school leavers,

2. Develop survey instruments to collect data from gerples of the
two universes.

3. Sort and classify the resultant data for various analyses.
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The specific procedures for selecting the samples were:

Aes FEmployers! St ple

l. A 1list of the 35,091 businesses in the City of Detroit was
stratified by size (number of employees) and by type of busi-
ness (Standard Industrial Classification groupings).

2. TFrom these strata a disproportional stratified serial sample
was drawn,

3+ 'There were 683 companies chosen for inclusion in the sample,

B. School Leavers® Sample

l. The universe from vwhich the sample was drawn included all of
the June, 1963, graduates (7,422) from 21 Detroit Public High
Schools and chose who should bhave graduated in June, 1963 but
dropped out of school in:iheir senior year (330), a total of
T, 752 perscns.,

2¢ The list of persons was stratified by graduate or dropout,
school attended, and sex of the respondent,

3+ A random proportivnal stratified sample was then drawn, pro-
viding a potential 969 cases.

4, This group was then divided into three parte.

The interview instruments were field tested and revised a number of
tinmes before interviewing began. All data were collected by professional
interviewers. The business respondents were interviewed three times at
six-month intervals starting in July, 1964, Rach school leaver was
interviewed once: the first group in July, 1964; the second group in
January, 1965, and the third group in July, 1965. A panel of 572 companies
responded to all three interviews; 422 school leavers interviews were
completed in the three interview phases., Trained coders transferred
the information into numericel form so that the analyses could be done

on the Wayne State University's computers,
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FINDINMS

The findings of the study are:
1. Four percent of all Detroit companies {10 or more employees)

account for 55 percent of all office and reta:l :00s secured by 16 to

21 year olds. 1In all threge phases of empiover interviews, over 30

vercent, of the companies with over 500 emplovees had entry jobs availeble.

Only 22 percent of the smallest compgnies, on the other hand. had entry

jobs available. In other worGs, the odds are 1 cut of U that e.aploye:s

of less than 25 erployees will hire 16-21 vear olls. The smaller the

company, the more likely employers are to hire for other than office or

reteil jobs; the larger the company, the more likel;" they are to hire

for office or retail Jjobs.
2., Thirty-eight percent of the 35,001 Detroit businesses stated

they had entry jobs that could te filled b+ 16-21 year olds. A

significantly lower percent of these same companies, 26 percent in July,

1965, indicated a disposition to hire this age group. However, orily 19

1, 1665. Furthermore, only 10 percent of all the Detroit companies
hired 16-21 rear olds fcr office or retail jobs.

3. Approximately two-thirds of &ll entry ‘obs filled in office
and retail occupations were in two Standard Industrial Code Research
Categories: 1) retail irade; and 2) finance, real estate, and insurance.

rercent did, in fact, nire during the sis-month perioc preceding Jul:
L. Pifty-four percent of all entry jobs were accounted for in

44 percent clerical and 10 percent sales.

clerical and sales Dictionar, of Occupational Titles classifications:
xiv i




Y« In the fiscal year ended June, 1965, 36 percent of all entry
Jobs filled in Detroit were in unskilled (25 percent) and semiskilled
(11 percent) occupations. This 36 percent was a significant increase
over the average of the preceding two years (22 percent),

6. 1In the fiscal year ended June, 1965, 12 ercent oi all entry
Jobs were in service occupations. During the years of the study,
service occupations averaged 15 percent of all 16-21 year olds hired.

Te An average of 19 percent of school leavers of 1963 had not held
full-time jobs. Furthermore, 5 percent of the class had not experienced
aven a part-time job. Fifty-five pe?cent of all school leavers hed
obtained a full-time Job within six monthe after graduation.

8, More 16-21 year olds lost their jobs for inccmpetence and
inebility to do the job than for any other reason. Inability to get
along with people accounted for one-third of the recasons for dismissal.

9. Of 43 "co-op" students in the sample, 95 percent had had an
entry job compared to T9 percent of the other school leavers. The
difference was significant above the .02 level. However, of the current
full-time jobs held at the time of interview, there was not a significant
difference at the .05 level as between "co-ops" and the rest of the

school leaver eample.1

1The current c0-op enrollment in office and Distributive Fducation while
scemirgly lerze (2,300 office) comprises less than 23 percent of the
current graduating class; thus it makes less impact then it could because
it is not known by many compasnies. Approximately 600 employers use
office co-ops in Detroit out of the potential 35,000 companies in the
universe of the study. ‘e
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10. "Co-op" work study, sex, race, and the combined factcrs of sex

and race, were significant influences on whether a school leaver had held

an entry job. '"Co-op" was the most positive factor in determining whether
8. school leaver secured a job., Reing a female Negro was the most negative
factor in determining that a school leaver did not secure a job.

11, School leavers' intelligence ratings play an important‘role in
determining the type of occupation in which they will find their entry job.
Fifty-four percent of the high-intelligence group entered clerical
occupations. However, only 17 percent of the low=-intelligence group
entered this occupational area. In the retail occupations the
situation is reversed: Only 5 percent of the high~intelligence group
went into retail occupations, while 17 percént of the low group did so.

12, According to the total employer responses, schools and "co-op"
work or other work experience programs ranked seventh and eighth of nine
ranks as sources of recruiting 16-21 year olds. Of eight sources used
by school leavers in seeking a job, school ranked fifth among all sources .
used. Yet, in actually helping 15-21 year olds obtain & job, school
ranked second only to the persomnel ofiice. In students! current job,
"co-op" work and schools ranked 6 and T.5 respectively out of eight ranks.

13. Fifty-five percent of school leavers employed in clerical
occupations reported taking one or more tests; 22 percent of those in
retail occupations 80 reported.

14, Aptitude tests, including intelligence, accounted for 50 percent
of all tests reported by school leavers in obtaining their jobs. Another
33 percent were classified as general achievement tests with more than
half of these reported as arithmetic tests. (I those companies reeking
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clerical employees, 37 percent reported giving a typewriting test. None
of the school leavers, and cnly 3 percent of the businesses, reported
teking or using a sales test.

15. Twenty-six percent of the smallest companies reported vsing
tests; 45 percent, 51 percent, and 56 percent of the three niddle-size
companies so reportéd; S5 percént of the largest companies reported
using_tests.

16. 1In companies of more than 100 emplciees, the appiication blank
ranked first; with the interview, fornal or informal, ranked second of
12 screening devices. Among the small companies (1-3 employees) inforngl
interviev and references from previous emplovees ranked first und second.
School sources of informetion were relatively unimportant. accounting
for the lowest rank of 12 sereening devices.

17. General office clerks szcounted for 22 percent of all office
and reteil entry jobs filled; typists, 17 percent; sales clerks and
sales clerks in dry cleaning and laundry, 8 percent: sales persons,
salesuen to consuners, salesmen and sales agents (except to consumers)
and shoppers, 8 peicent.

In ratio of skills reguired to iobs available, secretaries and
stenographers ranked first with 1,96 skills demanded per job; typists,
1.1; canvassers and solicitors, 1.0; general offlce clerks, 0.99.

18. Forty«four percent of all office and reteil jobs demanded the
gkill of typewriting. Of ell Jobs demancing one or more skills, 85
percent demanded typewriting, Typewriting ranked first as the most

freguently required skill in 13 oflice and reteil occupations; second,
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in 8; and third, in 1. Only two entry job classifications in office and

retailing did not have typewriting demanded of some workers.

CONCLUSIONS

In summary form, the following statements stand out as the major
conclusions of the study:
1. There is a high rate of unemployment in the 16-21 year age group.
2. Job turnover among school leavers is reiatively high with more
than two-fifths reporting holding more than one full-time job.
3. Nine out of ten Detroit businesses gg'ggz.employ school leavers
fcr entry office end retail Jobs.
L. Few business "skills," as the term is used in this study, are
demended as & prerequisite for employrent in office and retail jobs.
5. The schools are not considered as en important source for
recruiting and screening 16-21 year olds.
6. Typewriting was the one single business skill most often required
in an entry offirce and retail job.
T. Above average aptitudes as represented by intelligence tests are
possessed by a high proportion of those entering the clerical field.
8. Sex and rece were the most significant influences in Negro females
not obtaining an entry job.
9. Both sex and race are significant influences in the type of entry
Job obtained by school leavers.
10. Retail selling jobs demand few skills.

1l. "Co-op" work experience was & positive influence for entrance

into full-time employment.
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CHAPTER I
SCOPE OF STUDY

Introduction

In Detroit, as in other metropolitan areas, many skilled worker occu-
patinns are being changed by autﬁmation and other technological develop-
ments. What 1s the effect of these changes on the number and types of
entry ,jobs?1 Some evidence indicates that youth who have not developed
their skills constitute a major portion of the "hard core" of unemployed,
The Bureau of Labor Statistics estimated that in 1962 young persons, aged
16-21, accounted for 18 percent of the unemployed although they comprised
only 7 percent of the labor force. Consequently, questions are raised
about the development of special skills to meet the changing job oppor-

tunities for high school leavers.3

Most of the studies to date concerning high school leavers have dealt
with the exceptional student. Little research has been dcne concerning
the needs of students preparing for office anéd retaii occupations. Yet,
this latter segment of the total high school curriculum accounts for approxi-

mately one~third of the total high school enrollment. In fact, there are

lthe term "entry job" is defined as the first full-time job of a school
leaver (age 16-21 with a high school education or less) werking a minimum
of 35 hours per week and hired on a permanent baszis with no previous fuil-
time experience in a related field.

2 Occupational Outlook gg%rter%z, United States Department of Labor, Bureau
of Labor Statistics, 8 (May 1964), 19,

3The term "school leavers" is defined as graduates and dropouts. This term
was also used with a similar meaning by the Michigan Bwployment Security
Commission in a 1964 report titled Detroit High School Leaver Project.

ERIC

Full Tt Provided by ERIC.




more students enrolled in office and retail curriculums than any other in

the Detroit public high schools with the exception of English.h Detroit's

pattern is true nation wide. Furthermore, the office and retail curriculums
are among the few curriculums that provide opportunities for high school
students t¢ secure entry jobs in occupations requiring special training.
It 1§ appropriate, therefore, to determ’we vhat specific skills are
required rYor high school leavers to enter this job market--a Job market
that is changed and changing.

The Research Committee of the Business Teacher's Club of Metropolitan
Detroit5 became concerred with the need for factual date about entry occu-

pations, 1In consequence a feasibility study entitled Detroit Study of tke

Effectiveness of High School Bducation for Entrance into the World of Work

was developed and funded in 1962 by the Michigan Department of Education.
From the findings of the pilot study, the need for a more comprehensive
study of entry jobs in office and retail occupations became even more
apparents The City of Detroit was selected with the belief that such a
study could serve as a prototype for similar studies in other large metro-
politan areas,
The proposal for the current study was prepared and submitted for

funding in 1963 by the Detroit Public Schools, The University of Michigan,

h"...of the non-academic subjects, business education was the most popular
with approximately 81 percent of all pupils (92 percent of the girls and
69 percent of the boys) completing some credits in this area and more theu
18 percent completing over three credits." (USOE Bulletin E 33025, Novem-
ber 10, 1962, entitled What High School Pupils Study.)

5Composed of representatives from Wayne State University, The University
of Michigan, and the Detroit Public Schools,
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and Wayne State University to the U, S. Office of Education. 'fhe proposal

was approved and funded for a period of two years beginning in 1964.°
Wayne State Unlversity served as fiscal agent. The project was started

in January, 1964, under the supervision of a project director assisted by

& Committee of Frincipal Advisers,(

The Problem

Shifting job requirements brought about by technological changes have
caused an imbslance between the needs of business and the current high
schocl curriculums. High school curriculums must be modified to compensate
for this imdbalance. However, statistically reliable information, wupon
which to recommend revision of ¢ffice and retail curriculums for the prere-~
1ation of work-bound youth, was previously lacking. Information cn both
the changing entry Jobs and their regquirewents was needed, .

Two major sources of data are availsble about entry jobs and the
demands for these jobe: employers and high school leavers. In a metro-
politan area with approximately 35 thousand businesses and 8 ‘thousand
students graduating from publiz high achools, data coliection pr;sents
ahteggeriog problems. Previous dats cullections in smaller communitics

about entry jobs in businssses and schcol leaveras have been made.

éﬁgited. States 0fflce of Iducation Projecht No, 2378
Mertbers of the Committes of Prineipal Advisers were Leslie J. Whale,
George Kargilis, Anv Lind, end Jeanne Recd, Detrolt Fublic Schoole;

Frank Lerham, University of Mickigen; end Daniel P. Brown, Christine
Michaels, and Fred 8. Cook, (Project Director) Weyme State University,
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However, no systematic attempt has been made to sample simultaneously both
universes in a metropolitan ared (business and school leavers) to determine
the changing entry job patterns.

In consequence, the current project focused on dsts to be collected
concurrently from samples of both businesses and high school leavers, A
concomitant objective was the development of procedures that would provide

statistically reliable data concerning the entry occupations obtained by

high school leavers,

Objectives

The shifting requirements for employment in business and industry need
to be known to make concurrent changes in high school occupational prepe.-
ration., It seems reasonable to believe that yrreparatory courses leading
to occupational competence should be made in terms of current entry job
requirements rather than be based on the more general. job description
catcgories that describe requirements appropriate for all working in an
area.

The focus on the entry job requirements mekes the current study unique
in these ways: (1) Previous studiec have not reported the specific entry
Jobs available in a given community, and (2) Previous studies have not
reported the specific skills or conditions of employment demerded by em-
ployers for those jobs available to high school youth with no previous
full-time employment, The current study atterpts to overcome these two
deficiencies,

Again, previous surveys have been "short term" projects that have ot
explored continuing changes in the labor market. The current study

examines the opportunities and requirements through a series of three




consecutive interviews which provided data concerning entry jobs for a

period of three and one-half years from employers and for two years from
school leavers., 'The original interest of the study was to collect data at
six-month intervals over a period of five years as the basis for developing
an entry job index. Funds were insufficient to meet this latter objective,
However, the data collected do provide clues for later development of a
barometer that can be used by curriculum bujilders to initiate change in
Jjob preparatory programs, The development of such a barometer becomes

even more crucial with the increasing rate of change in business and the

consequent need for greater flexibility in changing schools' vocational

curriculum.
Despite the lack of funds necessary to develop an entry job index,
the objectives of the current study take into account the limitations of

previous research, The objectives focus Primarily on entry jobs in office
and retall occupations. Specifically the purposes were to:

l. Determine the current labor market for high school leavers (aged
16-21) as reported by employers.

&8s What are the jobs available that can be filled by school leavers?

b. Under what conditions would employers hire this age group for
these jobs?

ce What are the characteristics cf entry jobs for office and
retaill occupations?

d. What are the specific business skills demanded as a pre-
requisite for entry into office and retail Jobs?

2+ Determine what actually happened to a sample of school leavers
as they sought to enter the labor market.

a8, What kinds of entry jJobs were obtained by school leavers

according to size, kind of business, and job classificatirns
in business?

1
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1.

2.

b. What specific business skills were demended as a prerequisite
for entry jobs?

Determine relationship, if any, between data colliected from both
groups of respondents--employers end school leavers.

Develop a prototype for examining entry job opportunities and
requirements that other metropolitan school districts could use.

To achieve the foregoing, the following were the specific questions

used in developing the interview schedules (Appendices B and C):

How many actual and anticipated entry jobs were available during
interview period encompassed by the study?

How many entry jobs are available today, i.e., first interview
interval (July, 196l4)? How many will be available one year later
(July, 1965)? eighteen months later (Jenuary, 1966)?

What specific abilities and knowledges are demanded by employers
for entry clerical and sales jobs?

What types of entry jobs were secured by high school leavers?
What types of entry jobs were secured by high school graduates
who had completed a college preparetory program but who had not
graduated from college? those who entered college? those who
did not enter college?

What are the implications of the data for changes in the high
school preparatory curriculums in office and retail jobs?

What indications of changing entry jobs do the data provide?

Limitations and Assumptions

boundaries of the City of Detroit.

Data were collected relative to the total number and type of entry
Jobs. However, questions concerning specific skill demands were
restricted to the office and retail occupations.

To bhe extent that other urban centers are identical to Detroit,
the techniques and procedures utilized in this study will be
applicable.,

In the sample design employed, companies in Detroit were stratified

Because of time and budget, the study was limited to the political
on the basis of factors of size (number of employees) and type of




-

1

Te

8.

business (the activity in which the business engaged). The
basic assumption asgociated with such an approach is that the
strata are homogeneous "within strata" and heterogenecus "between
strata" with respect to the variables being studied. The ration-
ale used here is that an insurance company of 20 workers wculd
have approximately the same number and types of entrz Jobs as
other insurance companies employing approximately 20 workers,

but would differ in numbers and types of entry jobs from a large
manufacturing concern employing more than 500 employees.

It is assumed that the questionnaires employed in the study are :
of sufficient validity and reliability for the purposes of the
study. In the development of the questionnaires, the instruments
were revised, field tested, and reviewed by three panels of
consultants. The school leaverd questionnaire was revised seven
times and the employers' questionnaire, eleven times.

Whenever one asks another person a question there is a basic
assumption that the answer is true; that is, an "expressed"
opinion is a "felt" opinion of the respondent. 1In order to
optimize the probability of this assumption being true, all
respondents were assured that their responses would remain
confidential. The interviewers involved were also trained
to refrain from eny response which might tend to suggest a
"eorrect" answer. Under these conditions the assumption of

an "expressed" opinion is a "felt" opinion was considered
reasongble,

It was assumed that repeated interviewing of employers would
not significantly change their views and attitudes. Unier the
‘conditions of sempling snd data collcclion employed in the
current study, the stated cssurption wus ccnsidered to be
valid.

In the drawing of the employers' sample, it was necessary to
assume that all business establishments would have a telephone.
While this may not be true, those businesses without a tele.
phone were assumed to be of such small size that the data
contributed by these establishments would not influence the
results,

The assumption that businesses distribute themselves randomly

in size categories was necessary since businesses included in
this study were grouped according to the factor of size.

Summary

What are the opportunities and requirements for entry jobs in coffice

and retall occupations in Detroit? What are the implications of ruch data




to those responsible for administering the business education program in

the Detroit Public Schools? These two basic questions served as the focus
for developing and conducting the present study.

The design of the study and methods of analyses are described in
Chapter TI, The major findings are discussed in Chapter III. In Chapter
IV each finding is discussed and is accompanie d by conclusions and

recommendstions,
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Chepter II
STUDY DESIGN

Tyre of Data

To meet the objectives described in Chapter I, data required included:
(1) The number of entry jobs, (2) the types of entry jobs, (3) specific
skills demanded for these jobs, (4) types of entry jobs secured by school
leavers, (5) types of Jobs secured by sollege preparatory school leavers,
(6) menner in which school leevers secured their jobs, (7) types of tests
administered to prospective employees. These are data that have impli-
cations for change in the high school curriculum. Although date were
collected about all entry occupations, the primary focus, as described
in Chapter I, was on office and retail occupations.

In order to secure data to determine the above it was necessary to:

1. Secure a list of each of the universes of employers and school
leavers.

2. Determine the sampling procedures for each universe.
3. Develop survey instruments (Appendices B and C) to collect
data from samples of the two univers:s: (a) employers end
(b) school leavers.
L. Sort and classify the resultant data for various analyses.
Procedures used and their rationale, details involved in the
selecting of the respondents, and methods for collection of data are

discussed in the remainder of this chapter.

Sources of Data

For purposes of this study, the collection of data was confined

to:
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a. Employers located within the political boundaries of the City
of Detroit, and

b. School leavers of June, 1963, from 21 Detroit Public High Schools.

Definition of Employers' Sample

The universe from which the sample of employers was drawn was from
& list of 35,091 businesses within the City of Detroit. TIn cases where
a business had multiple installations (local, state, or national), person-
nel at the main installation in the Detroit Standard Metropolitan Survey
Area; were interviewed. Data obtained from these multiple-installation

companies dealt with those located in Detroit.

Definition of School Ieavers' Sample

The universe from which the sample of school leavers wes drawvn
included all of the June, 1963, graduates (7,422 in number) from 21
Detroit Public Senior High Schools, and those who should have graduated
in June, 1963, but who dropped out of school in their senior year (330
in number). The total number of T,752 persons is defined as “school
leavers" throughout this report.

Students who should have graduated in June, 1963, but dropped
out of school prior to the senior year were not included. Dropouts
prior to the twelfth grade were assumed to be different from cur universe
and thus to require special study. They were excluded from the current
study, however, because of time and financial limitations. Specifically,

single or multiple listing(s) of these dropouts were unavailable.

1
The Detroit Standard Metropolitan Survey Area (DSMSA) is composed of
Wayne, Oakland and Macomb counties.
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Sampling

To fulfill the aims of the study, statistically valid samples for
both employers and school leavers were needed. Simple random sampling
vas not appropriate because the two universes consisted of a number of
distinct elements, and members of each element needed to be included in
sample selections. The sampling procedures utilized in this study are

described in the following sections.

Empioyer Sample
Criteria for the selection of a comprehensive list of the employer
universe were these:

1. The list had to be inclusive (i.e., include all businesses
vithin the political boundaries of Detroit).

2. The list could not contain businesses located outside the city.

3. The list had to indicate size of business (i.e., number of
employees).

Lk, The list had to indicate type of business (i.e., the product
or service of the company).

Lists of Detroit businesses obtained from the Tax Assessor's Office

wvere rejected as not meeting the criteria becsause:

l. One list enumerated only the owners, managers, or other entity
that paid the real property taxes, and excluded those companies
that rented space.

2. The second listing enumerated all businesses with property
over $500. It did not contain, however, any tyre and size
data, and furthermore was out of date for study purposes.

Attempts were made to obtain lists that met the criteria established

from (1) Detroit's Community Renewal Program, (2) Detroit City Planning

Commission, (3) Directory of Michigan Menufacturers, (4) Dun and Bradstreet,

and (5) Michigan Employment Security Commission. No one source or combi-

nation of sources was adequate for drawing the necessary sample.

A
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After a five-month search, the Michigan Bell Telephone Company was

contacted because the Detroit Yellow Pages was judged oloser to meeting

our criteria, It was more inclusive than any other source because it
contained a listing of nonprofit organizations such as hospitals, churches,
schools, and units of govermment as well as all businesses heving a tele-
phone. To use such a list, however, required the assumption, previously
indicated, that each part of the universe we sought to sample would heve

a telephone,

The Michigan Bell Telephone Company was willing to cooperate, Furthere
more, instead of using their "Yellow Pages Directory," each Detroit company
listed was recorded on punched cards according to the typé of business,
Three problems were involved in the use of this sources (1) duplicate
listings, i.e,y, & department store might be listed under several headings,
(2) absenge of information on size of company by number of employees, and
(3) the manner of classifying businesses, The first two problems were
golved at the time of the selection of the final sample, as will be shown
in this report, The following deseribes the solution to the third praoblem,

Businesses were classified by the telephone company according to
Universal Classification of Business types (UCB) instead of Standard
Industrial Classification cctegories (SI), The Stcnderd Industrial
Classification was designed to agree with the classification used by
mogt departments of the Federal Goverpment,

The Universal Classification of Business 1s a detailed 1ist indicating

type of business based upon Standard Industrial (lessification codes

which were developed for specific use by the telephone company, The

UCB codes consisted of 361 major three-digit categories, In translating

.
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from UCB to SIC cudzs, it became necessary to arbitrarily combine and
rearrenge the nine major SIC classifications into eight special research
classifications (Table 1).

The manner in which the SIC codes were grouped into the eight
research categories is shown in Appendix D. Tke results of matchirg
UCB codes with the defined SIC research categories are shown in the
table below.

TABIE 1

Number of UCB Codes Allotted to SIC Research Categories

Frcject's SIC Categories Number of UCB Codes
I. Construction and Manufacturing, Durable 52
II. Manufacturing, Nondurable 38
III. Warehouse and Wholesale Trade 2
IV. Retail Trade 96
V. Finance, Insurance, and Real Estate 6
VI. Business and Personal Services 53
VII. Nonprofit 8
VIII. Entertainment and Professional Services _16
Total ' 361

Thus, the list of employers was obtained from Michigan Bell Tele-
paone Company, and this list was reclassified by type of business to
provide the universe from which the master sample was drawn.

One additional point should be noted before moving to the dis-
cussion of the master sample: The study committee had access to & list
of companies (131 in number) employing over 500 employvees. Since this
1liast consisted of only 131 companies, rather than sampling, the entire
list was used. These companies were treated as separate self-repre-

senting stratum. The following procedure for selecting a master sample

was not applied to this group.
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Selection of the Employer Master Sample. The sample within a given

stratun was drawn by rweans of systematic selection (with a random stert).
In this method (the stratum elements were alphabetized), every "nth"
element was drawn after a starting point had been selected at random.
The interval employed in this study was each twentieth element. Using
& random start of the eighth card in a given group, every twentieth
card thereafter was selected and printed until the stratum was exhausted.
Although serial selection with a random start is a form of vestricted
random selection, its use in sampling is widespread and in mosf cases
provides an adequate, representative sample of a universe.2

From this master sample all businesses located out of the geo-
graphical limits of Detroit were deleted. A return postal card was
sent to the remaining businesses in the master sample in order to ctvtain
information concerning the number of employees in the business. The
companies that did not respond to the postel survey were contacted by
telephone. During this phase information was gained that deleted from
the sample other companies, e.g., some companies had gone out of exist-
ence,

The results of a preliminary investigation indicated that 1,472
businesses were eligible for inclusion in the master sample according

to results obtained, as shown in Table 2.

2Morris H. Hansen,et al., Sample Survey Methods and Theory (New
York: John Wiley and Sons, Inc., 1953), pp. 504-505,
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TABIE 2

Overall Results of Master Sample

Distribution ! RKumber rercent

Businessea with Type and Size Data 1,427 5k
Businesses with Size Data Only 45 2
No Response: Business Located 152 6
No Response: Business Not Located 311 12
Government Organizations 68 3
gutside Survey Boundaries - 511 - 19
Out of Business or Proprietor Deceased 30 L
Other: Multiple Iistings, Computer Repeats,

Duplicete Listings 83 3
Not Ascertained u G
Total {2,631 100

Apvroximetely 18 percent of the businesses did not respond to the
postal survey. The sample group, bowever, was limited to those businesses
, that fell within the survey boundaries regardless of their cooperation
in the initial investigetion. The final sample was drawn from 1,783
companies: 1,472 companies who responded to the query on size and 311
vho did not respond because they were not located by the survey. There-
fore, the 152 firms that refused to respond introduced a "noninterview"
bias. of approximately 6 percent into the results of the sampling. Since
these compenies had refused to cooperate initially, it was thought that
they would not be cooperative in the interview phaseg, This noninterview

bias should be noted in reviewing the data later presented in this report.
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Selection of the Employer Final Sample. The final stage in selecting

the employers' sample involved the application of a stratified sample
design which gave disproportional representation to the various size
strata. Within each size category, the cases were clustered by type

of business 1in order to assure an efficient representation of that
factor in the final sample. Approximately the asame number of cases
for each "size" category was selected. 'fhis selection was based on the
agsumption that each size group constituted theoretically discrete and
different entities.

The study included a longitudinal dimension, which required a mini-
mm of 500 interviews in three interview phases. Thus, to insure the
miniimm, an estimate of oversempling was made. The estimates as dis-
cussed below proved to be high resulting in 572 completed interviews.

The use of the stratified disproportionate sample permitted (1)
the comparison of results betwzen strata {since each stratum provided
an indepevdent sample) and (2) estimates of values of total universe
parameters.

Subsampling from the master sample was limited to the streitwm of
businesses under 25 employees. Subsampling was unnecessary in all the
other strata, because of a limited number of companies remaining in
these strata after the master semple selections. Workirg assumptions,
based upon the pilot study estimates, were made concerning the maximum
number of companies needed in each “size" category to cover adequately
noninterviews and business mortality losses. For example, based upon
pilot study dsta, it was assumed that companies employing 1 to 3 employ-
ees would have a noninterview rate of 20 percent pius a 20 percent mor-

tality rate; companies of 4 to 24 employees would also have a 20 percent

aman oo
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noninterview rate plus a 5 percent mortality rate. From tkese assumptiors
8 final sampling ratio of 1 to 5 for the master sample was derived for

{ companies employing 1 to 3 employees, and & ratio of 1 to 3 for companies
employing 4 to 24 employees.

Because of the uncertainty of the assumption concerning noninter-
views and mortality rate plus possible cost limitations, a group of the
smaller companies was held in reserve in case an adequate number of
ccmpleted interviews were not realized. It was understood that any
selection made from the reserve would be completed on the basis of a
randomizing method, i.e., random numbers. The reserve could be used
in only the first interview pbase. For companies of less than 4 employ-
ees, 4l percent of the reserve was actually used; for companies of 4 to
2h employees, the total reserve was used.

Table 3 shows the steps employed in sample selection. Table 4
shows the number of sample selections for each stratum and the number

of companies in the universe represented by these selections.

ERIC
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Number of Final Sample Interviews, Before discussion of the results of

interviewing, it should be noted that the employers were first interviewed
in July, 1964, Respondents who completed interview in July, 1964 were
reinterviewed in Januery, 1965, and again in July, 1965, provided their
company still met the definition of the employers® universe. This pro-
cedure provided a "panel of respondents" from which longitudinal date
are avallable. The results of the three interview phases are reported
in Teble 5.

A total of 683 employer respondents were selected as a result of
the sampling procedures. A total of 604 interviews were completed in

July, 1964; 591 in January, 1965; and, 572 in July, 1965 (Table 5).

TABLE 5

Distribution of Completed Interviews

Size of Company Total
by Companies Total Number of Completed Interviews
Number of Employees || In Sample by Interview Phase
T Phase 1 Phase 2 Phase 3

July Januery July

1964 1965 } 1965

1- 3 17k 148 143 138

b 24 163 146 141 133

25- 99 143 134 131 129

00-499 T2 67 67 65

500 + 131 109 109 107

Total 683 60k 591 572
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Note that for a racel study, the number of interviews lost (i.e.,
noninterview) represented 2 percent in Phase 2 over Phase 1 and 3 percent
in Phase 3 over rhase 2. The total loss of 32 interviews fromthe first

to third phases amounts to 5 percent.

Estimation of Sampling Error. Longitudinel data covering 572 companies

are available. Data covering only part of the time period under study
are on record ror the remaining 32 companies. The data produced by the
572 interviews are sufficient for analysis and the estimating of the
values of universe parameters within an acceptable range of error for a
stipulated confidencc interval, i.e., 95 percent. The sampling error
range at the 95 percent level within the various strata and the entire
universe ere listed below. The acceptable rate of errors is listed

(Table 6) for comparison within strate and for the entire universe

perameters.
TABIE 6
Range of Sampling Errors
Size of Company by Error
Number of Employees (In Percents)
1- 3 + 8.3k
h- 24 + 8.49
"% 99 + 8.62
=899 +12.15
500 + + 9.47
Total Universe + 5459

ERIC

Full Tt Provided by ERIC.




-

22

These figures are based on an evenly divided dichotomous universe.
For a discussion of the method utilized along with the applied formulas,
see Appendix E, Errorranges determined from the sample mean that if
half of the population had an attribute, the line value for the universe
would be from 44.U41 to 55,59 percent having the attribute in 95 percent

of all cases.

School ILeavers! Sample

The school leavers' sample design was also stratified. However, un-
like the design of the employers' universe, the school leavers! sample
design was proportional within the strata. The items upon which strati-
fication of the school leavers' universe was based were: (1) graduate
or twelfth-grade dropout, (2) school attended, and (3) sex.

The universe from which the sample was drewn consisted of 7,752
school leavers as follows:

1. From 21 senior high schools in Detroit, 7,422 graduates of
June, 1963.

2. From those who left school during the senior year, 330 who
should have greduated in June, 1963.

. The universe was further limited to include only:

1. School leavers who lived in and worked in Detroit.

2. School leavers who lived in Detroit but were unemployed end
actively seeking employment.

These limitations excluded & total of 456 es follows:

l. School leavers who were living outside Detroit, e.g., school
attendance, military service, 230 in number.

2. School leavers who lived in Detroit but who were employed out-
side its political boundaries, 136 in number.

3. School leavers who lived in Detroit but were unemployed and nct
seeking employment, 90 in number.




23

The study was concerned with employment opportunities and require-
ments for school leavers within the political boundaries of Detroit. This
geographic limitation placed on both school leavers and employers provided

parallel data for comparative purposes.

Selection of the School Leaver Master Sample. A listing of all persons

who graduated in June, 15963, was supplied by the Detroit Board of kaucation.
A listing of all dropouts, however, was not available. Each of the 21
Detroit public high schools was visited to compile this listing. fThe
mechanical process of identifying graduates of the sample was performed

in the Board of Education offices. The procedures employed for selecting
both graduates and dropouts for the sample were identical, although they
were drawn independently. The master sample thus drawn consisted of 929

graduates and 40 dropouts for a total of 969 school leavers.

Selection of the School Leaver Final Sample. The final sample was divided

into three approximately equal parts by & systematic random procedure as

follows:
Sample Number of Respondents Interview Phase
A 322 July, 1964
B 325 Jamuary, 1965
C 322 July, 1965

Number of Final Sample Interview. The master sample of 969 school leavers

(929 graduates and 40 dropouts) was divided into three groups and each
group was interviewed during one of the three interview periods, as noted

above. Those persons who were unemployed and seeking employment at the




A
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time of their first interview were reinterviewed in the second phase but,
because of placing the emphasis on the entry job, the second interviews
from these unemployed were not included in the basic data.

The results from the three interview phases are shcwn in 'fables T
and 8. In Table 7, the master sample is divided according to true sample,
i.e., those who met the criteria of living and working in Detroit or who
were looking for full-time employment. In Table 8, the true sample is

divided according to interviews completed and to noninterviews and their

reasons.
TABLE T
Number of True Sample to Be Interviewed
Phase 1 Phase 2 Phase 3 Total
Type Num-| Per- Num-| Per- Num- | Per- Nun-| Per-

ber | cent ber | cent ber | cent ber | cent

True Sample 188 58 164 51 161 50 513 53
Nonsemple 134] ke 161] 49 161 50 Ws6| L7

- ot

Totall 322i 100 || 3251 100 || 322| 100 || 969| 2100

IThe three samples were not equal in size (n) because Of errors con-
sidered to have an insignificant effect other than producing minor
different sample sizes for each sample.

Note that although & master sample of 969 c;ses was drawn (see the
row labeled "True Semple" under the column headed "Total"), 513 cases in
number, or 53 percent, met the requirements of membership in the universe.
This large reducticn from the master sample to the true sample was not
unforeseen. An estimate was made previous to the drawing of the sample
that 40 percent of the members selected for the master sample would be

excluded frou the true sample because of not fitting the necessary
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criteria. As one can see from Table T, this estimat. was too conser-
vative, for exclusions were at a rate of 47 percent. This underestimation
of lces is not serious, for the number of completed interviews, -shown in

Table 8, is sufficient to provide reliable results, as will be explained

later.
TABLE 8
True Sample According to Interview Completions
i
Phase 1 Phase 2 Phase 3 Total
Sanple Num- | Per~ || Num- |[Per- | Num- |Per- | Wum-] Per-
ber |cent ber |cent ber | cent ber | cent
v
|
Completed
Interviews 160 { 85 138 | 8L 12k 7T hoo| 82
t
Noninterviews L '
Refusals L] 2 51 3 0 1] 1 | 10| o
Unable to 3 !
Locate 181 10 AL 9 I 26] 16 | s8] mn
i
|
Unable to ;
Contact 6 3 T Y 10 6 [ 23 5
Total 188 | 100 “ 164 | 100 161 | 100 | 513| 100
|

Although the nonresponse rate for the entire three Interview phases
was 18 percent, 1] percent vas composed of school leavers that were not
located despite rirercue atcempts on the part of the research team. Al-
though these 58 persons were considered as "noninterview," it can be
assumed at least 47 percent of them are reslly "nonsample" for the reasors
indicated in Table 7T,

Table 9 shows the whereasbouts of the school leavers at the time of
each interview phase. Although only 4h percent of the school leavers in

the master sanmple were interviewed, the status of only 9 percert of the

universe is completely unkncwn.




*TEAIDIUT MIFAIIIUT ‘HgET “Ounf UY POuUIRIIIISE JOU SBA ,,[OOUIS JO I98NEIOJ Juowm
-Lo1duwd BuryeeS 0% pue pakordwaufl,, pue , Jwwloydwd SuryewE 30.! pue po24Lordumaup,, ueamlaq ﬂo..nuon.num.nna

] . i ]
001 696 _ 00T m zze I oot § sze | o001 zee Te3cL
z joz ¢z ;L §ow {er - - [100U0S
; * ~ ii ! Jo asnedayg Juswloydma
m H ; ! : Suyyess JoN pue pakojdmaun
t ., o § 8 ler % s o 8 Lz Jumkodwg
w m | i i Suyrie9S JON pur pakojdmou
7T 9¢T ; 81 m 6s L 8 i 92 91 1S 3701390 9pFsINg poforduy
8 | L& % 8 S 2 T ) S ¢ > L (44 90T7AI9S AIBIFTIN
L C w9 § € | ot # st | oS 1 Y 120Y9S ur pafloXuUd
6 68 i 1T ; €€ ¥ { i T i 6 . 0€ 3F0xI3Q IPISINQ SIPYSY
m i ) m_ “ : :o1dmesuoN
: ; : } : ]
S < s h 8 gz 1 4 AR | B 81 238207 03 ITqeUl
¢ ie g T S - . L Y T 9 30oe3UO0D 03 ITqeun
I i ot § o 1 i € T | B | Y Tesnyay
“ mm i i ; ‘SO TAIOJUTUON
w9 ey i 6E ! wer i €% | 8€T i oS 091 SM3TAI93U] Po3oTd0D
ELEREEE R hmnabzww Juoda39qg . umngzu}wunmoumm i IOGUNN ) JU9O19d ] IoqunN snje3s
18301 w € 9seqyd m ¢ 9seyd _u 1 @seqd
H1 § *
- s . Py

8uitdmes jo soseqd 90a4l 243 Suilang soomaTAI9jul o1duweg Jo uopjzedI0T

6 ZTI4Vl




2T

In Phese 1, 160 interviews were completed; 138, in Phase 2; and
124, in Phase 3 for a total of 422 completed interviews in all three
interview phases. This number (422) of completed interviews was a
sufficient sample size (n) for the asnalyses of the study under the various
conditions of sllowable errcr and probsbilities associated with infer-
ences thet were drawn. A description of the procedurez employed to

ovtain these confidence limits is presented in Appendix E.

Estimation of Sampiing Error. The same atatistical procedure was used

to estimate sample error for school leavers as wae used for employers
(Appendix ). In grouping all 422 completed interviews, an allowatle
errcr of nc more then 4.77 percent was provided for in the establish-
ment of e 95 percent confldsnce interval estimate of the value of the
universe perameter {(P’, The 95 percent confidence 1imit for esch inter-
view phuse separately considered wes + T.75 percent for Phase 1, + 9.35

percent fcir Phase 2, and 1,9.96 vercent for Phase 3.

Cheracteristics of the Sample. Hcw Go the 422 school leavers compare in

intelligence with those of the master sample who did not meet the criteria?
in Detrolt, iatelligence scoree are classified according to Grade A, B,
¢, D, and E.

Table 10 shows the distribution of intelligence grades according to
subjects from whom iunterviews were compisted and subjects who uld not

reet the criterisa.
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TABLE 10

Intelligence Ratings of School leavers by Interview Status:
Complete or No Further Action

Interview M Intelligence Rating
Status A B C D Elf Total { Not Available| Total"
Complete 75 | 62 {162 | 31| 20] 350 T2 422
No Further Action {119 | 83 {165 | 36| 27| 430 117 54T

Applying the K,olmogorov-Smirnoff3 two-sample test yielded .097 which
is not significant at the .05 level. That is, there are no statistically
significant differences between these two groups in term of intelligence
ratings.

Again, 422 high school leavers from the master sample who were inter-
viewed with those who did not meet the criteria, and thus were not inter-
viewed, were compared to quartile rank according to grades in their high
school class (Table 11).

TABIE 11

Complete and No Further Action Interviews Compared With
Respect to Quartile Rank in High School (lass

Interview Quartile Quartile Ranking
Status 1st 2nd 3rd Lth |Totalll Not Available Totel
Complete 107 73 oL | 100 | 376 u 46 422

No Further Action || 152 93 | 10k 119 | 468 I 79 shT

3Sidney Siegel, Nonparametric Statistics for the Behavioral Sciences
(New York: McGraw-Hill Book Compeny, inc., 1956), pp. 127-136.

I
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The Kolmogorov-Smirnoff two-sample test yielded .09%5 which is not

significant at the .05 level. The foregoing two tests as between completed

end noncompleted interviews in terms of intelligence and quartile rank

do not prove, of course, that the two groups are identical. Yet, the possi-

bility cennot be rejected.

Comparison of Dropouts Versus Graduates. In the original design of the

study, an analysis was planned to compare the school leaver who withdrew
from school during his senior year (dropout) with tiose who graduated in
June, 1963. Forty "dropouts,” thus defined, were drawn in the original
sample. However, of these forty, 29 interviews were not completed for
the following reasons.

TABIE 12

Reasons for Noninterviewed Dropouts

Reasons Number
Living Out of Detroit T
Working Out of Detroit 3
U. S. Military Service 6
Not Employed or Seeking Employment 3
Could not Locate 10
Total 29

Of the 1l completed, 9 had held an entry job and 2 had not--spproxi-
mately the same proportion as other school leavers. Thus, because of the
small sample and because subjects display a similar entry job pattern as
others, this group of 1l dropouts is included with the total sample of

school leavers.

e
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Data Collection

The steps followed in the collection of data are briefly reported
in the fcllowing sections. For a detailed description of each of the

following steps, refer to Appendix F.

Survey Instruments
Preliminary drafts of the swvey questionnaires (Appendicez B and
1sed for collection of data for both universes were field tested by
.th student and professional interviewers in the suburban areas of
Detroit. The field tested questionnaires were anulyzed in terms of
clarity of questions and topic sequence. The formet of the instruments

for Phases 2 and 3 were modified slightly from those of Phase 1.

Preparation for Interview

Prior to sach interview phase, specific procedures were performed
such as obtaining coples of the school leavers' high school records;

recording names, addresses, and telephone numbers as well as interview

.numbers to cover sheets of the questionnaires; meiling letters to em-

ployers and school leavers and the like.

The letters introduced potential respondents to the purposes of
the study. For school leavers, however, the main purpose of mailing
letters was to determine whether the respondents were still residing
at the addresses given on the high school records. For those school
leavers who had moved, the following procedures were used:

1. The same letter was sent by certified mail with a "Return
Receipt Requested” notation.

2. In a few cases, addresses were obtained from the local tele=
phone directory.

-
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3. A local credit bureau was utilized for those persons who
could not be located by certified mail.

Despite the foregoing, 6 percent of the school leavers could not be

located and thus were classified as noninterview in the true sample.

Training of Field Perscnnel

Interviewers were selected from & list of personnel previously
employed for such purposes by the Urben Research Laboratory of Wayne
State University.

Prior to training, interviewers received printed materials ex-
plaining the purposes of the study. Prior to entering the fleld, a
one-day training session was held: The morning was used to discuss
interview instruments and techniques applicable to school leavers;
the afternoon, to employers. These one-dey sessions were repeated
before each of the following two interview phases; and at each of these,
8 time was allotted to refresh the memory of interviewers about the
scope and background of the study.

Individual conferences were held with the interviewers after each
had completed two interviews of school leavers and employers to answer

AY

questions, solve problems, or correct misunderstandings.

Analysis of Data

The most important data of this study are those supplying infor-
mation focused on entry jobs. Other date reflecting upon and modifying
this information were also analyzed. Using the entry job as the focus,

{

date were collected that would reveal th requirements for entry Jjcbs

in Detroit as well. as how or why these entry jobs were filled.
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Sorting and Classification of Data

Much of the data collected in this study were nowinal in type, i.e.,
data that can only be enumerated by categorical occurrerce. Sere exupples
of the nominal type data collected during the study a;;:

l. Type of entry occupation

2. Type of business

3. Sources used in obtaining job

Other data collected were ordinal or ranking in type. An ordinal
scale of data exists when conditions are such that it is possible to
claséify one object as greater than or less than another object in that
scale. For example, in a given set of elements, element A is greater
than element B, or B is less than A, Some examples of this type of
data are: ‘

l. Quartile rank of the school leavers by grades

2 Ranking of size of company by size catezories

As well as the nominal and ordinal scales, information that could
be classified as interval scale of measurement was collected in this
studye An interval scale of data permits the relationship that A is
greater than B as well as knowledge of how much greater A is than B,
Some examples of the study that can be classified as interval are:

l. Number of entry Job worKers employed by types of companies

2. Number of jobs requiring a job skill

Techniques of Analysis
Various statistical measures were employed in answering the questlors
raised inthis study. Because most of the data were nominal or ordinal

in type, most of the tests employed were nonparametric. The specific

R R R R e S Py S S S g . S S S
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tests employed were the chi squere test, the Kolmogorov-Smirnoff test,
and the Spearman's rs test.h The paremetric tests employed were the

5

test of proportions, and a test of difference of proportions,

Summeyy
Tn Chapter II, metkeds, design, sempling procedures, and methods of
analysis utilized in the study have been presented. Appendix E provides
additional information on the method of computing the sampling errors.
Appendix F provides detailed accounts of the methods employed for each
stage in the date collection phase of the study. The next chapter is

concerned with a detailed discussion of the mejor findings.

hSieg&l, ":1;929 -C_:!-;ti.

5Hubert Blslock, Social Statistics (New Ycrks McGraw-Hill Rook
Company, Inc., 1960), pp. 176-178,
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CHAPTER III

ANALYSIS OF THE DATA

Introduction

In Section I, entry jobs as viewed by employers are considered. Data
on the aveilability of entry jobs, versus actual hiring for entry jobs,
are discussed according to size, types of businesses, and occupational
titles. A unique feature of this section is the cross classificetion of
entry jobs by accupational titles and types of businesses.

In Section II, data sbout entry jobs as viewed by school leavers are
presented. The school leaver respondents' information relates to experiences
in obtaining and holding initial Jjobs in the Detroit labor market. A
feature of this section is the analysis of certain factors that influence
whether the school leaver did, in fact, obtain entry employment.

In Section ITI, employment practices of Detroit businesses are

discussed--both from the employers' and from the school leavers' viewpoints.

"The discussion is concerned with practices such as:

1l. Where businesses seek beginning employees
2. Where school leavers seek employment
3. The use of screening devices in employment procedures

L. Testing and the nature of tests used for entry office and retail
occupations

5. Separation from initial Jjobs
In Section IV, skills demanded for entry jobs in office and retail

occupations are specified.
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Section I

Entry Jobs as Viewed by Employers

- Aveilability of Entry Jobs

In three separate interviews spaced over & year and & half, business
repondents were questioned about the availability of entry jobs in their
companies. The interviews are identified as Phasés 1, 2, and 3 in the
following dsta. Phase 1 interviews occurred in July, 1964; and employers
were asked to respond to employment date in terms of the preceding two
years, July 1, 1962, through June 30, .96k. Phases 2 and 3 interviews
occurred in Januery, 1965, and July, 1965, respectively, with responses
covering the preceding six-month periods (July l-December 31, 1964, and

January l-June 30, 1965).

Number of Entry Jobs. 1In the first of a series of questions leading

toward pinpointing tlie number and neture of entry jobs filled, respondents
were asked:
Q. 3. Do you have entry jobs for people between the ages of 16

and 21 who have a high school education or less and no
previous experience on a similar or related full-time Jjob?
(Thet is, is there anything here that a young person with-
out experience could dot)

Numkers and percents of each stratum of respondents enswering "Yes" are

tabulated in Teble 1.

-
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TAEIE 1

Q. 3. Do you have entry jobs for people between the ages of 16
and 21 who have & high school education or less and no
previous experience on & similar or related full-time job?

Size of Company by Companigg‘answering "Yes"
Phase 1 i Phase 2 . Phase 3
Number of Employees Number | Percent®|[ Number | Percent™{| Number | Percent+
1-3 52 35 31 22 34 25
b - o4 83 57 4 53 62 L7
25 - 99 93 . 69 19 60 €8 68
100 - 499 56 8k 56 84 53 82
500 + 100 92 99 o1 99 93
Agaregate® 14,300 L7 10,959 37 10,719 38

lpor tables in this section where the n is not shown, the percents are
derived from the n's in Table 5, Chapter 2.

2pgeregates are determined by the formula 2. Wy Ny: Where Wy's refer to
weighting factors within strata (Table 3, Chapter 2, column 10) and Nq's
refer to number of companies within strata answering in a certain menrer.
In the tabulation, the sample has been expanded in the last line to
the "Aggregate," i.e., increased in number to an estimate of the total
universe of companies within the political boundaries of the City of
Detroit. Thus, based on Phase 1, covering the two-year period (July 1,

1962, through June 30, 1964), 14,300 in number, or 47 percent, of Detroit

businesses of all sizes had had eatry jobs that could have been filled

by 16-21 year olds; in Phase 2, 10, 959 in number, or 37 percent, in the
six-month period of July 1 through December 31, 1964; aend in Phase 3,

10, 719 in number, or 38 percent, January 1 through June 30, 1965. Note
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that the question indicates companies that had entry jobs that could

have been filled, not actually filled.

While differences are observed

among the three phases of interviews, no discernible trend is noticed.

While Q. 3 related to companies who had available entry Jjobs,

Q. 3a sought to determine those companies who do, as a general rule,

hire 16-21 year olds.

TABLIE 2

Q. 3a. As a general rule, do you hire high school gradustes or
dropouts aged 16-21 without previous full-time experience
on & similar or related job?

Size of Company by ____Companies answering "Yes"

Phase 1 4l Phase 2 . Phase 3 .
Number of Employees|] Number ‘?Efceﬁizﬂ Number | Percent™|| Number | Percent™

1l-3 3k 23 23 16 21 15

Lo~ 24 55 38 48 3k L4y 33

25 - 99 6k 48 6l 49 62 L8

100 - k99 43 64 Ly 66 L 68

500 + 59 82 ok 86 o1 35

Aggregate | 9,609 31 7,894 o7 7,371 26

lSee Table 1 for definitions.

Consistently, the percent of company respondents who answered "Yes"

was less in §. 3a than those who so answered Qs 3.

Of the 15 possible

differences (three phases times five strata), 13 were determined to be

statistically significant at the .05 level or above using a one-way test

of difference of proportion.

ERIC companies (500+ employees).

in Phase 2 for the smallest companies (J.-3 employees) and largest

The ouly differences not significant occur

These differences indicate that there are




a significant number of companies that do have entry jobs, but who say
they do not generally hire 16-21 year olds.

.Company respondents who answered "Np" to Q. 3 were asked further
whether or not they would, under certain conditions, hire 16-21 year
olds (Table 3).

TABIE 3

Q. 3b. Would you under certain conditions hire 16-21 year olds?

Size of Cowpany by Respondents® Replies _
Fhase 1 Phase 2 Phase 3
Numter of Employees Yes No NAjlYes ©No NA|{Yes No NA
1-3 12 3 1 9 - - 10 3 -
4 - 24 21 6 1 21 5 - 15 3 -
25 - 99 , 29 1 -1} 15 - -] 2% 3 -
100 - 499 13 - - 1C 1 - 8 - 1
500+ 7T 3 1 L1 - 6 1 1
Totals 83 13 3 59 T - 63 10 2

Perhaps the persistence of the questicning made the preponderance of
"Yes" responses to the question (3b) as noted in Tabie 3. If so, the
conditions that would cause a company to be willing to hire become
important in interpreting the meaning. Of a total of 299 coniitipns
indicated, "If the applicant was skilled ir the job applying for" and
"If jobs existed requiring no experience" were the most frequent
conditions imposed by '"Yes" respondents, accounting for 24 percent and

23 rercent, respectively, or 47 percent combined, of 2ll conditions.

"If applicent made a good impression" ranked third with 18 rercent of the

- ¢ - [ U O Y
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responses; "If applicant is highly recommended” ranked fourth with 15
percent.

Apparently, age was not considered as an important condition since
"If epplicant meets a specified age“ accounted for but 4 percent of the
responses. This latter fact shculd be kept in mind wken the report
of school leavers' perceptions of factors for not being hired is given.
Age appeared to school leavers to be the most impcrtent factor for not

N getting a job.

Respondents who answered "No" to question 3b were asked further
the reasons why they would not under any conditions be willing to hire
16-21 year olds for entry jobs. Of a total of 40 reasons given in all
three phases, 20 in number of the reasons offered were that 16-21 year
olds were "Too immature and inexperienced"; 8 in number, or one-fifth

of tre reasons, were "Training time too long and/or expensive."

Companies with Entry Jobs During Interview Periods. Note again the

sequence of the questions from general to specific. By responses
sought, the questions were:
1. Q. 3 Jobs that could be handled by 16-21 year olds.

2. Q- 3a Willingness to hire this age group.

3. Q. 4 Vacancies existing during the survey period that
could be handled by this age group.

L, Q. ba Vacancies actually filled with people from this
age group.

Tables 4 and 5 show responses to Q. 4 and Q. ba. These tables
relate specifically to currently existing vacancies and actual hiring

of 16-21 year olds.




TABLE %

Qs 4 Within the past (Phase 1: two years; Phases 2 and 3:
six months) have you had jobs for people aged 16-21
without experience?

Size of Company by Companles answering "Yes"
Fhase 1 .!! Phase 2 |t Phase 3 N
Number of Employees || Number; Perceat™,, Number | Percentt|| Number !Percent™
1-3 40 27 | 30 21 ) 19 14
: Lo~ 2k 69 b7 48 | 3 35 26
25 - 99 86 6l 29 45 o7 pr
100 -~ 499 56 8L L5 67 39 60
8O+ 95 87 36 79 %0 8L
Aggregate’ 11,875| 39 !l 8,6u6] 29 | 6,590 | 23
|

“See Table 1 for definitions.

. TABIE 5

Q. ba. Within the past (Phase l: two years; Phases 2 and 3: six
» months) have you hired any such people aged 16~21 without

experience?
;
Size of Company by Companies answering "Yes"
Phase 1 " Phase 2 ;li Phase 3 "
Number of Employees || Number { Percent™ || Number | Percent™ ;|Number !Percent™
| 1-3 | 27 | 23| 16 ] 10
L - 24 65 L5 43 30 26 20
25 - 99 83 62 56 43 62 48
100 - 499 56 3k 43 6l 37 60
5C0+ 93 85 86 79 85 79
Aggregatel 11,573 38 7,406 25 5,305 19
ERIC Igee mable 1 for definitions. | :
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One might expect further decreases in "Yes" responses to Q.'s
4 and 4a over Q. 3a since the two questions in No. 4 begin to pinpoint
availability and actual performance in hiring 16-21 year olds while
Q. 3a tests but a disposition to perform. In Phase 1, the responses
ds not support the expected. "Yes" responses to Q.'s 4 and l4a indicate
that the number of companies with begi.ning jobs available and the
number who did in fact hire 16-21 year olds were larger than the
numter of companies indicating a disposition to hire them (Q. 3a).

In phase 2, there is not a consistent pattern of differences among
the "Yes" responses in Q. 4 and 4a compared with 3a. In Phase 3,
however, there is a significant-decrease tetween the answers to Q. 4
and 4a compared with 3. \

The differences as among the three interview phases betweeﬂ\é.'s
L and 3a, however, were statistically significant at the .05 level in
but 2 of the 1T possible relations (5 company sizes times 3 interview
phases). In Phase 1, companies of 25 to 99 employees and of 100 to
4LoC employees yielded an identical 7 of 2.64 as the two significant
relations.

None of the 15 relationships as between Q.'s 4 and lLa were
statistically significant at the .05 ievel of confidence. This
suggests that perhaps in the thinking of company respondents a close
relacionship exists between actual hiring and availability of entry
Jobs. In other words, respondents may not have recognized availability
if they did not in actuvality fill the Jjobs with 16 to 21 year olds.

In checking the differences as among Fhases 1, 2, and 3 of both

.'s b and ba, however, note a decreasing percent of "Yes" responses
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from Fhases 1 to 2 and Phases 2 to 3. In Q. 4, the decrease as between
Phase 3 and Phase 1 was significant at or above the .05 level in all but

the largest size company with yields of Z scorecs as shown in Table 6

(2=1.96 or larger is significant at the .05 level of confidence).

TABIE 6

7 Scores Between Phases 1 and 3 in Responses to Q. 4

“Company Size 7 Score
1«3 2,71
b o~ 24 3.63
25 ~« 99 1.96

100 - 499 3.07

500+ .63 (n.s.)*

1Not statistically significant
at the .05 level
A similar check of the decrease in Q. lLa as between Phases 3
and 1 yielded significant results consistent with those of Q. 4. All
but the largest size company yielded Z scores significant at or above
the .05 level as follows:
TABIE T

7, Scores Between Phases 1 and 3 in Responses in Q. ha

Company Size 7, acore
1-3 3.67
Lo~ 2k b3
25 - 99 2,28

100 ~ 499 3.08

500+ 1.15 (n.s.)*

o iﬁot statistically significant
ERIC at the .05 level

Full Tt Provided by ERIC.
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The decreases from Phase 1 and Phases 2 and 3 are protably due
to the fact that Phase 1 covered a 2i-month period while Phases 2 and
3 covered 6-month periods. The differences between Phases 2 and 3
may be explained by a changing job market, especially seasonal job
fiuctuetions, for Phase 2 covered the months of July through December,
«“hile Phase 3 covered January through July.

Comparing Tables L and 5, the differences in those companies
indicating having jobs during the period covered by the intervigw
versus those actuslly hiring 16-21 year olds to fill the jobs were
previously observed. Overall, approximately T percent fewer coupanies
wao had entry jobs had not filled them with 16 to 21 year olds, as
noted. This was not significant at the .05 level of confidence.
However, in Q. 4b, respondents who had jobs available but who had
not hired 16 to 21 year clds to fill them were asked for reasons:
"Why haven‘t you hired any?"

Of a totel of 59 reasons offered for not doing so, 30 in number
were accounted for by "Had no qualified applizent" (16 in number)
and "None aged 16 to 21 arplied for jobs" (14 in number). None
reported "Business has been bad," reflecting the favorable economic
climate during the three-year period covered by the study.

As related to entry jobs in all data presented thus far, note
that a larger proportion of companies do not have and do not generally
hire 16 to 21 vear olds than those who do; and in the specific three-
year period covered by this report, did not have and did not hire
such workers. From 62 percent of all businesses (Phase 1) to 81 per-
cent (Phase 3) did not hire 16 to 21 year olds for entry jobs--during

a time that leaders of our country publicized the need for so Going;

ERIC

Full Tt Provided by ERIC.
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during a time that personal appeals of the President to do so were
addressed to the business community; during a time that Congress was
enacting legislation designed to deal with problems of the under-
employved o:;> unemployed young worker; during & time of unprecedented

economic prosperity in our nation.

Employment Practices for Entry Jobs in Office and Retail Occupations
Two questions were asked to determine specifically the job
market for 16 to 21 year olds in office and retailing occupations.

4d. Were any of them (16-21 year olds) hived for OFFICE AND/OR
RETAIL jobs?

le. Were any of them hired for other types of jobs?

Tables 8 and ¢ data have been expanded from the number of respond-
ents in each stratum answering "Yes" to aggregate figures representing
the total number of companies in each stratum and the total universe
of Detroit businesses.

TABIE 8
Numbers and Percents of Companies Who Hired for Entry Jobs in

Office and/or Retail Occupations

- i :
Size of Company by E !
Fhose 1 Ly Fhase 2 _i Fhese 3
Number of Employees| Number ! Percent .| Number . Percent™| Number; Percent™
[ 1
1-3 2,160 12 1,320 8 f 840 5
L - 2k 2,040 23 1,080 13 540 T
25 - 99 1,320 Lo 620 2L ! 830 32
|
100 - 499 90! T3 6o | L8 ﬁ 600 | 46
500+ | 8| 8 i 16! 70 ﬁ 76 1
‘ i ; !
h ; il
Azeregate’ 6,567 | 22 3,736 13 12,816 |
i' ! ! 3

lSee Table 1 for definitions,
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TABIE ©

Numbers and Percents of Companies by Size Hiring for Other Jobs

Size of Company by ’
Phase 1 - Phase 2 1 Phase 3 .
Number of Employees;| Number | Percent |, Number ?éicenf'l Number | Percent™
1.3 2,760 16 1,560 9 |l o6o| 6
b - oh 2,100 ol 1,800 21 |l 1,080 13
25 = 99 820 30 (M) 2l | 640 e
100 - 499 620 L6 460 34 i 320 25
500+ 61| 56 48| b % 52l g
Ageregatel 6,361 21 k,508 | 15 !' 3,052 | 11
| i

lSee Table 1 for definitions.

From Tables 8 and 9, note that approximately one half of all Detroit
businesses that employed 16 to 2L year olds for all entry jobs did employ
this age group *n office and/or retail occupations. Observe, too, that
the larger the company, the more likely it was to hire this age group
for office and retail occupations. In fact, approximately 20 to 25 per-
cent more cf the larger companies eﬁployed for office and/or retail
occupations than they did for all other entry occupations combined.

Srall ccumpanies (1-2k employees) hire fewer fcr cffice and/or reteil

cccupeticrs tken tkey did fcr all. otker entry Jots.

Number of Entry Jobs Filled by 16-21 Year 0lds

Detailed information regarding numbers and kinds of jobs filled
by 16-21 year olds has been tabulated by company size, by type of
company, and by job clasgification. These dats for each interview

phase have been expanded to aggregates for each stratum of the total

ERIC

Full Tt Provided by ERIC.




sample and are included in Appendix G. The following information is

extracted from then.

Entry Jobs Filled by Company Size

By dividing the total entry jbbs reported filled by 16-21 year olds
in Phase 1 (which covered a two-year period) and by adding the entry jobs
filled in Phases 2 and 3 (each covering a six-month period)y an estimated
number of annual entry jobs filled by 16-21 year olds can be made {Table
; 103, |
|
% TABIE 10

Estimated Average Annual Entry Job Hires by Company Size

Size of Company by | 1962-631 ; | Yearly Average
I 1963-64 L 196h-65 | 1962-65
Number of Employees{, Number {Percent % Number }ercent§; Number {Fercent
1.3 Lo . 16 |' 6ke0| 10 | 8720 |
oo 2 13,380 | 22 E 13,080 | 20 i 13,280 | 21
25 - 99 1,120 | 23 10,860 17 i 13,033 | =21
100 - 499 13,820 23 15,980 | 25 |l 14,539 | o4
500+ | 9.6 156 f 18,246 28 i 12,508 | 20
. , !
Totals 60,801°1 100 % 64,646 | 100 ! 62,080% 100

lPeriods for yearly éverages run from July 1 to June 30.
Discrepancy due to rounding.

We are unable to account for the decreased entry job hires by
small compenies in 196465 over the average of the preceding two-year
period. BSuch differences would need to be studied over a longer
reriod of time before a trend could be ideﬁtified. Yet, in total

average entry job hires, the Increased annual hires in the period of

ERIC

Full Tt Provided by ERIC.




1964-65 may represent, among other factors, both increased business
activity and an awakening among businessmen to their responsibility
for employmert of youth.

It should be noted especially that large companies hired approxinately
twice as many 16 to 21 year olds in 1964-65 as they did on the average
in each of the preceding two years.

Using the three-year average of entry hires, a further estimate
according to company size as between the number of entry jobs filled in
office and retail occupations versus all other entry jobs was made (Table
11).

TABIE 11
Eétimated Average Annual Numbers Hired for Office'and/or Retail Versus

Other Entry Jobs by Company Jsize

1962-63+
Size of Company by 1963-64 1964 =65 Average
. Office Office Off'ice

Number of Employees Retail Other Retail Other Retailﬁ*Other
1-3 5,220 h,620 || 2,640 3,850 || 4,360 } 4,360
Lo~ 24 8,040 5,340 || 5,700 7,380 7,260 | 6,020
25 - 99 3,70 | 10,650 | 3,000 7,860 || 3,313 | 9,720
100 - 499 10,110 3,710 || 8,680 7,300 || 9,633 4,906
500+ i 7,560 2,080 || 10,649 7,597 || 8,589 3,919

Totals 34,4002 | 26,400 || 30,669 | 33,977 |[33,155 | 28,925

%Periods for yearly averages run from July 1 to June 30.
Discrepency due to rounding.
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In only the largest companies did the number of office and retail
workers increase in 1964-65 over the average of the preceding two years.
This fact is interesting since the percent of these corranies (500 plus
employees) reporting hiring these workers decreased during this period.

For all other entry jobs, there was an increase of more than seven-
thousand entry jobs in 196&-65 over the preceding two-year annual average.
We are unable to account for the condition noted other than to suggest

changing ecoromic conditions during the time of the study.

Entry Jobs Filled by Type of Company

The data on estimated number of 16-21 year olds hired for entry jobs
in three interview phases were also classified according to the Standard
Tndustrial Classification groupings of business (Appendix G). The tabulation
ih Teble 12 is a conversion of those data to estimated annual hires for

three annual periods according to types of businesses.




b
TABLE 12
Estimated Annual Entry Job Hires by
Standard Industrial Classification Groupings
i 1 ¥ .
Standard Industrial 1962-63 . Yearly Average
Classification Croupings 1963 -6k 1964 -65 1962-65
Number !Percent |if Number ‘Percent || Number [Percent
|
Construction and Manu- * l
facturing, Durable 5,443 9 9,11% | 1k i 6,667 -
| ! f
Manufacturing, Non- | i
durable to1,577 3 4,038 6 2,397 L
Wholesale and Warehouse | 4,230 7 I 3,180 5 3,830 6
Retail Trade 17,271 | 28 23,977 | 37 19,506 | 32
i !
Financial, Real Estate, |: | ‘
and Insurance . 12,138 20 8,626 13 10,967 18
i
Business and Personal !
Service : 11,92k 20 10,561 17 11,469 ! 18
t ]
Nonprofit . 3,087 5 1,80k 3 ) 2,680 1 L
| ! i
Entertainment and i . i ¥ §
Professional 5,134 I 8 i 3,256 ¢ 5 “ h,508 | 7
" ! L r
Totals ls 60,80142! 100 E 64,646 | 100 |; 62,08?:..23 100
J 1 : ]

1Periods for yearly averages run frcm July 1 to June 30.
2Discrepancy due to rounding.

By inspection, the greatest increases in the period 196%4-65 over the
average of the preceding two years are reflected in companies in retail
trade; construction and manufacturing, durable; manufacturing, nondurable.
The greatest decreases ii. this latest year were in finance, recl estate.
insurance; and entertainment and professional services., With the limited
longitudinal data, it is not possible to explain the changes or to suggest
the changes as trends,

ER&C

Aruitoxt provided by Eic:
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Entry Jobs Filled in Office and Retail Versus Other Occupations by Type of

Company.

In what proportions do the different types of businesses employ

beginning workers in office and retail entry jobs? The tabulation according

to interview phase is contained in Appendix G. Extracted from this table,

the estimated annual hires in office and retail versus other according to

type of business follows:

TABLE 13

Estimated Annual Hires in Retail and Office
Versus Other Entry Jobs

5 ;
Standard Industrial Code 1963-64 Il 196465 Average
Retail - lIRetail ' Retail
Office , Cther lloffice | Other | Office Other
Construction and Manu- ! |
facturing Durable 1,396 4,047 V 755 | 8,359 ! 1,182 5,484
' t
Manufacturing, Non- | | -
durable 336 1,240 690 | 3,348 45k 1,944
Wholesale Trade 2,110 2,120 '{ 1,040 | 2,140 i{ 1,754 2,128
Retail Trade 8,103 9,167 || 13,032 {10,945} 9,739 9,759
Finance, Real Estate,
and Insurance 12,050 88 {| 8,606 20 || 10,902 65
Business Services 5,479 6,445 1} 3,208 | 7,353 |] k4,722 6, T4T
Nomprofit 2,210 878 || 1,520 | 3 |l 1,980 710
Professional end , i
Entertainment Services 2,716 2,417 1| 1,818 | 1,438(; 2,425 2,090
Totels 3h,h00 | 26,h02L||30,669 133,977 || 33,158 | 28,927
| !

1Discrepancy due to rounding.
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The foregoing data suggest tLat the greatest opportunities for office
and retail entry jobs are in the retail trade; finance, real estate, and
insurance; and business services. The least opportunities appear to be in
construction and menufacturing, durable; manufacturing, nondurable; wholesale
trade; and business services., The grcetept opportunities for entry hires
in other than retail and office are in the retail trade; construction and
manufacturing, durable; énd business services, nonprofit. Not surprisingly,
the least opportunity for other than office and retail entry jobs 18 in

finance, real estate, and insurancs,

Entry Jobs Filled by Occupational Title Areas
A further tabulation was made of the number of entry jobs hires for all

three interview phases reported by respondents according to the Dictionary

of Qccupational Titles by major classifications and expanded to an aggregate

of the universe of companies (Appendix G). Again, these data have been

rearranged below in annusl averages for the three years of the study.
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TABLE 1k

Estimated Annual Numbers Hired in Entry Jobs
by Dictionary of Occupatioral Title Classification

52

Dictionary of Occupational 1962-631 .
Ttles 1963-64 196k ~65 Average 4

(By Major Classifications) |[Number | Percent || Number | Percent }| Number Percent
Professional, Managerial 357 1 356 1 357 1
Clerical and Kindred 8,104 46 25,4491 39 27,219 | b
Sales and Kindred 6,316 10 5,220 8 5,951 | 10
Service 10,425 17 17,8851 12 9,578 1 15
Agricultural, Fishery,

Forestry 502 1 khs 1 483 1
Skilled 1,689 3 2,c11| 3 1,79 | 3
Semiskilled 4,829 8 7,003 | 1% 5,554 9
Unskilled 8,580 | 14 || 16,277| 25 11,146 | 17
Totals 60,8022| 100 || 64,646 100 62,084 | 100

lperiods for yearly averages run from July 1 - June 30.
2piscrepency due to rounding.

Contrary to popular belief, these data reflect the greatest increase of
entry job hires in 1964-65 over the previous two-year average in upskilled
job titles. The average unskilled hires for the la‘c.est year (1964-65) is
almost double that of the preceding two years,
in semiskilled and skilled. . The important decreases are in clerical and

kindred (approximately 10 percent), sales and kindred (approximately 17

Increases are aleo reflected

percent), and service (spproximately 24 percent).




Entry Jobs Filled by Occupational Title and Types of Business

In cross classifying numbers hired according to the Dictionary of

Occgggtiona] Title zlassifications and Standard Industrial Classification

typer of businesses, a different picture of where office and retail workers
obtained their jobs is seen (Table 15),

While the retafl trade employed an annual average of 19,506 entry
workers, 4,813 in number, or approuximately 25 percent of the total employed
by the retail trade, were classified as sales and kindred job titles. The
retall trade employed more clerical and kindred workers (120 more) than
sales and kindred workers.,

Clerical and kindred workers account for 4li percent of the yesarly
annual entry job employment. More than twice as many clerical workers are
employed in financial, real estate, and insurance type businesses then in
any other type. Retail trade and business and personal services rank second

and third respectively.

Accuracy of Predictions of Companies in Hiring Entry Workers

How reliable are the predictions of business respondents in anticipating
their needs for beginning office and retail workers? Respondents in all
interview phases were asked to predict whether or not they anticipated
hiring such workers in the next six months (Appendix G). Tt was possible
to check the anticipated in Phases 1 and 2 against the actual performance

in Phases 2 and 3 (Table 16).
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TABLE 16

Accuracy of Prediction of Anticipated Hiring of
Entry Office or Retail Workers

Prediction: | Actuel Hires
Size of Company Phase 1 Phase 2
by Number Phase 2 Phase 3
of Fmployees Percent Percent
1- 3 92 93
Lo 2k 82 86
25~ 99 76 (b
100-499 70 65
500 + 81 )

The smeller companies! accuracy of predicition was greater than that of
the larger companies. However, the prediction accuracy of the two larger
size companies (100 plus employees) was relatively high: with an average of
from 65 percent to 81 percent accuracy of prediction compared with actual
hires. At a later time, if an entry job index is to be developed, predictions
of businessmen concerning their anticipated hire would appear to be a factor
to consider for inclusion in the index--especially if projections beyond

the present are to be made,
Sunmery

From the recpcnses of Detroit companies in three interview phases, the
following facts are revealed concerning the availability of entry Jobs:

(1) A range of 38 percent (Phase 3) to 4T percent (Fhase 1) of all
businesses had jobs that could be filled by entry workers. Fewer companies

-
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actually did hirc thanl « jele ool 0 "4 vorevnt (Phase 3) and 3C-per-
cent (Phasc 1).  Without fudi- *” . .1, there does seem to be a
relationship between availd ii7 - “.:1 hiring.

(2) Approximitily = .10+ vit businesses hired To £111 entry jobs

in office and retail (22 pereent to 10 percent) as in all other occupaticns
(21 pércent to 11 perccat).

(3) In the three-year period covered by this report, the average annual
entry jobs filled were approximately 62,000, In 196465, approximately 4,600
more entry jobs were filled by entry workers than the annual average in the
preceding two years.

(4) Considering the three year annual average of cntry hires, epproxi-
mately four thousand more entry jobs were filled in office and retail occu-
pations than in all others. However, in the last year of the study (1964-65)
all other occupationsientry job hires exceeded office &nd retail hires by
approximately 3,300. Unskilled employment doubled in this last year.

(5) Retail trade; business and perscnal services; and financial, real
estatie, and insurance types of businesses ranked first to third in numbers
of entry hires and accounted for approximately two-thirds of the three-year
annual average of all hires.

(6) Clerical and kindred job classifications accounted for 4l percent
of the three-year annual entry job hires. Unskilled was second with 17
percent; service third, 15 percent; and sales, fourth with 10 percent of all
entry job classifications, In 1964-65, the number of unskilicd jobs almost
doubled over the preceding two-year annual average (16,277 and 8,580,
respectively). Decreases in 1964-65 were reflected in clerical (down T
percent), service (down 5 percent), and sales (down 2 percent) over the

o preceding two-year ennual average.
ERIC
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(7T) Croes clcssifications of entry job ¢lassifications ‘filYed with types
of jobs indicates that while retail trade employed an annual ave.age of 19,506
workers, 4,813 of these were in sales job classifications. Service and
clerical job classifications accounted for more employment in the retail trade
than did sales., Approximately two-fifths (10,472 of 27,219 in number) of
entry jobs filled in clerical occupations were in financial, real estate, and
insurance type businesses; approximately one-~fifth each wecre filled in business |
and personal services (4,580 in number) and retail trade (4,933 in number).

(8) All sizes of companies proved to be significantly accurate in
predicting the number of entry Jobs to be filled within six-moath periods
with accuracy ranging from 65 percent to 93 percent. The smaller companies

proved to be more accurate than the larger companies,

Full Tt Provided by ERIC.
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Section 2

Entry Jobs as Viewed by School Leavers

School Leavers in the Entry Job Market

How Go school leavers from the Detroit Public Schools fare in the
Detroit entry-job market? To answer this question, a sample of 422 school
leavers who graduated in June, 1963, (or should have graduated--11 in num-
ber who dropped out of school during the 1962-63 school year) were inter-
viewed: 160 in July, 1964; 138 in January, 1965; and 124 in July, 1965.

A description of the sample drawn from a'universe of T,752 Detroit school
leavers of 1963 is in Chapter II.

Of first importance in answering this question was whether the school
leavers had, in fact, obtained full-time jobs. These data were determired
from responses to the following question:

*

Qe 9. What was the first job you had after leaving high school?. . .
the next job, etec.

In terms of the total sample for the three interview phases, the

following tabulation indicates those who had or had not held a full-time

Job.
TABLE 17
Numbers and Percents of School Leavers
Who Held an Entry Jodb

i ——
Held an Phase 1 Phase 2 Phase 3 Total
Entry Job || Number | Percent || Number | Percent [|Number | Percent ||Number |Percent
Yes 125 T8 112 81 104 8l 341 81
No '35 22 26 19 20 16 81 19
Total 160 100 138 100 124 100 ko2 | 100
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Thus, approximately one year after leaving school, 78 percent of the
first sample had held an entry job and 22 percent had not. WNote particu.
larly that the percent of those having held an entry job did not increase
appreciably through time, Phases 2 and 3 samples, spaced at six-.month
intervals, reflect a 3 percent increase (Phase 2; from 78 tao 81 percent;
Phase 3: from 81 to 84 Percent).

Thus, while T8 percent had held an entry job by approximately one
year after leaving high school, the chances of the unemployed 22 percent
getting a job during the second year were about one in four. Considering
the three samples as a whole, there appears tc be the beginning of a hkard
core of unemployed: 16 percent of Phase 3 respondents had not held one
full-time job two years after graduation,

With 26 percent of the Phese 3 sample unemployed at the end of two
years, one might ask, "When is the eritical time after leaving school for
obtalning the entry job?" To answer the question, a subsample (Phase 3)
of school leavers was analyzed from graduation (June, 1963) to the time
of interview, two years later (Table 18) as to the date they obtained

their entry job.

ERIC
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TABLE 18

Percent of Phase 3 Subjects Obtaining Entry
Employment by Months After Graduation

Months From Percent Percent
June, 1963 Obtaining Entry Job (Cumulative)
3 ik g b7
6 8 55
9 5 60
12 | 11 71
18 T 78
2l 6 8l
Not Held Entry
Job 16 100
r-
Total 100
—— — P

Thus, the critical time.for obtaining an entry job appears to be in
the first three months after graduation. Forty-seven percent of this
sample had obtained their first full-time job then. A fruitful future
study of the current’interview date would be a division of the school
sample according to those who had had their first full-time job by the
end of three nwonths after graduation compared with those who had not.
But since there also eppears to be a high turnover, and thus instability
in the initlal jobs held, as will be seen later, the problem of school
personnel becomes one of preparing the school leaver not only to ottain
the initial job but also to hold it,

A test of proportion as between Phases 1 and 3 of those who had or

had not held entry jobs ylelded a 2 of 1,22, which is not significant
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at the .05 level. Because the time covered by this study does not appear
to affect the significance of results from the subsamples, it 1s possible
to combine the three samples and deal with the total of L22 schoel leavers

as one. Some of the following data are reported in thils form.

Factors Influencing Entry Fmployment. Vhat is the influence of certain .

factors on whether or not the total sample of 422 school leavers had ov
had not held an entry job? To determine vhether these factors were sig-
nificant, a chi squere test was applied (Tsble 19).

TABLE 19

Chi Square Test Applied to Factors of Influence
in Having an Entry Job

Coefficlent [Degrees
Chi of of Significant .

Factor of Influence .| Square ]Contingency {Freedom| at or Above
Intelligence Score 1,171 «053 5 nsl
Guartile Rank 1.635 .062 3 ns
Curriculum 006 . oO0k 1 ~ ns
Business Versus Non-

business Courses

Taken _ i 2,902 .083 2 ns
"Co-op" Worck Study 3,000 +085 1 .02

|

Sex 14,980 185 1 +001
Race 19,560 210 1 «001

Sex and Race 42,066 .301 3 +001

lNot significant at the .05 level of confidence
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Tntelligence scores and grades according to quartile rank in the
class were not significant influences in whether the school leavers of 1963
had had an entry job. Similarly, the school leavers' curriculums, a factor
consisting of those who had taken typewriting versus those who had taken
other business courses versus those who had not taken a business course,
were not significant at the .05 level.

Of the 422 school leavers interviewed, 43 in number, or 10 percent
had been previously enrolled in a high school cooperative work-study
program. Three-fourths of these were in office "co-op" and the other fourth
were in retail or service occupations.

of the "co-op", 95 percent had had an entry Job compared with 79
percent of those who had not participated in this type of progrem, a
difference significent at the .02°'level, - However, in ajrlyicg the chl
square test to the difference witk respect to holding a current job between

+ "co-op" and those not in such a program, there was no significant difference

at the .05 level., Therefore;, while "co-op" programs appear effective in
helping students obtain an entry job, evidence does not support the propo-
sition that “"co-op" aids the school leaver in retaining full-time employment.

Factors of sex, race, and sex and race combined were significant at tke
.001 level. Considering race, 34 of a total of 267 whites in number, or 13
percent, had not held an entry job; 47 of a total of 153 nonvwhites in number,
or 31 percent, had not held an entry job.

The influence of being a ronwhite female is the most detrimental of
the factors in not obtaining an entry job. Among the males, the proportion
of whites and nonwhites who had not held an entry jJob is approximately the

same (whites: 11 of a total of 109 in number, or 10 percent;

ERIC

Full Tt Provided by ERIC.




F—_— d - - -

63

nonvwhites: U4 of 48 in number, or 12 percent). But emong the female
whites, 23 of 158 in nymber, or 15 percent, had not held entry jobs;
compared with female nonwhites, 43 of 107 in number, or 40 percent, had
not held any entry jobs.

Peftinent to the foregoing factors influencing obtaining an entry
job ere the perceptions of high school leavers of factors which they felt
effected their getting or not getting a job (Teble 20).

With inspection of Table 20, one suspecte race as influencing a
! "yes" or "No" response, To determine more specifically the meaning of the
responses, those answering "Yes" to Q. 20 were asked which factors influ-

enced their not getting & job (Table 21),
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Age is perceived by all four groups as & factor influencing not
getting a Job. None of the businesa respondents, it should here be
reiterated, considered being a specific age to be a condition for
hiring a 16-21 yeer old. Yet, of the reascns given by those who wculd
not employ this age group, half of the reasons were "Too immature and
inexgerienced."

It is interesting to note that age was considered less important
by nonwhites, both male and female, probably tecause race received
first emphasis by nonwhites. Race was, of cour e, perceived as an
importent factor by both male and female nonwhites. Unlike the previe
ous date that showed female nonwhite as the group least likely to
have held an entry Job, a slightly larger proportion of male nonwhites
rerceived race as a factor for not getting a job than did female

nonvhites.

Work Experiences of School lLeavers

Thus far, data related to whether the total rample had or had not
held an entry job have been dealt with. The folluwing information is
concerned with the 341 of the total sample who had had entry Jobs by

. size of company, tyre of business, Dictionary of Occupational Title

classification, and similar data related to conditions of working or
holding a job as well as all who had had part-time employment.

Since some of these data parallel data obtained from Detroit
businesses, comparisons will provide additional information to answer
the question posed at the teginning of this section:

How do school leavers from the Detroit Fublic Schools fare in
the Detroit entry job market?
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Employment Pattern of School Icavers. While 81 of 422 in number, or

19 percent, of school leavers had not beld some kind of full-time em-
ployment at ihe time they vere interviewed, 20 in mumber, or 5 percent.
of the total, reported not holding any kind of employment, part- or
full-time. Toxemine the pattern of employment in the interim of
approximately one to two years after leaving schocl i8 our purpose
here. _

Extracted from Question 9 (Aprendix C) was whether or not the
first job held after leaving high school was full- or part-time.

TABIE 22
First Job: Part- or Full-Time

Response Kumber Fercent
Full-Time 267 63
Part-Time 134 32
No Job 20 5
Not Answered 1 _c
Total 422 100

Whether or not the first job was part- or full-time, evidence
points toward instability in early employment, Judged bty the aumber
of jobs held. The following tabulation indicates the number of rart-

and full-time jobs reported held by school leavers.
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TABIE 23

Humber of Part- and Full-Time Jobs Held

Number of Jobs Part-~Time Full-Time
Held Number | Percent || Number | FPercent
1l 122 29 165. 39
2 46 11 102 24
3 18 L 52 13
" 6 1 16 L
5 2 1 L 1l
6 - - 1 0
Not Answered - - 1 0
Subtotal 19% 46 341 81
None Held 228 5l 81 19
Total b2 | 100 422 100

Thus, 194 school leavers reported holding from one to five part-
time Jjobs. Of @hose reporting holding full-time jobs, the range was
from one to six. The person reporting six had been interviewed 18
months after June, 1963: a rate of one full-time Jcb every three
months. Of those reporting one or two full-time jobs (267 in number)
102 of them, or 38 percent, had changei employment once. Of the
remaining 73 in number, or 21 percent of the total of 3hl,.the turnover
rate ranged from three months for the person reporting six full-time
jobs to approximately six months for those holding three jobs during

the period ~overed.

©
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*

Thet there is considerable instability in initial jobs held can

be observed in the following tabulation of the length of time reported

spent on each of the first three full-time jobs,
TABIE 24

Reported Time Spent on'First Three Jobs

Months NUmBeiObPircentTAﬁﬁmbegcb?:rcent NumBegOb?%icen% NumbeEOt;tfcent
0-3 160 k7 92 52 39 5k 291 50

b -6 46 13 L4 25 12 16 102 iT
7T-8 20 6 T 4 4 6 31 5
9 - 12 37 11l 12 T 9 12 58 10
12 + 7 23 2l 12 9 12 107 18
Not

Answered 1l 0 - - 1l 0 - -
Totals 341 1CO 176 100 T4 100 589 100

Whether it was the first, second, or third full-time job held,
approximately 50 percent of the school leavers reported holding these
jobs for less than four months, a turnover rate that most businessmen
consider prohibitive in cost of induction and training. While the data
do not show that the short-term worker is the same person, one suspects
an overlep.

Looking at those who held their jobs for more than one year, the
date are not too clear because the study extended only two years from
graduation date of most of the school leavers. Yet, of the total
full-time jobs reported, 67 percent hed been held for six months or

less while 33 percent had been held longer than that time.

e
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Periods of Unemployment. Another indication of instability of 16-21

ERIC

year olds in initial jobs is reflected in the reriods of unemployment

reported.
TABLE 25

Q. 15 Since You lLeft
School, “Have You Been

out of Work and

Looking for & Job?

Response Number
Yes 236
No 169
Not Answered A7
Total 422

From the tabulation of Q. 15a, Table 26 is arranged according to
the number of periods of unemployment reported vy 236 respondents and

the average months of unemployment per period.
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TABIE 26

Average Period of Unemployment by Number of Times Unemployed

Average Months of Number of Periods of Unemployment

Unemployment Per .
Period { One Two Three Four Toval
0 -1 31 8 2 1 42
1-2 29 | 10 6 - 45
2-3 25 1l 2 - 38
3 -4 15 L 5 1 a5
b -5 13 8 3 1l 25
5+ 43 13 L 1 61
Totals 156 54 22 L 236

From Table 26, observe that 111 in number of the 236 for 4T per-
cent) who had been unemployed and looking for work hed been unemployed
for an average of three months o more in the two-year period from one
to four times. Sixty-one in number, or 28 percent, had been unemployed
on the average for five months a more for each unemployed period. Note,
too, that 80 in number, or 34 percent, had experienced two or mcre
reriods of unemployment.

Again, these data point to the instability of employment of 16-21
year olds in their initial Jobs.

To show further the instabiiity of initial jobs, the reasons reported

for leaving the first three Jobs are tabulated.
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TABIE 27
Reasons Given for Ieaving Jobs

oob 1 Job 2 Job 3 Totel
Reasons Given Num~ | Per~ |[|Num= | Per- ||Num=- | Per-|| Num- |} Per-
For leaving ber 7”g§nt ber | cent.|lber | cent| ber | cent
Further Schooling 50 23 6 7 3 10 59 18
Left for Better Jot 48 | 23 21 | 23 6 21 | 75 23

Other Voluntary Reasons 52 1 25 {2k | 27 9 | 31 8 | 26

Involuntary Reasons
(fired, laid off, ete.)|| 61 | 29 139 | 43 11 | 38 §111 | 33

Totals 21l | 100 90 |100 29 |100 § 330 | 100

—

The reasons listed are those reported by respondents. A natural
tendency might be to shield involuntary reasons for leaving, such as
dismissal. Yet, 111 in number, or 33 percent, of the total of all
reasons given for leaving a job were classified as involuntery. 1In

a labor market that is in short supply of workers such as that during
the period of this study, & 33 percent mismatch of beginning workers
and entry jobs has educational implications.

Pertinent to the foregoing discussion is information from employer
respondents concerning reasons for dismissal of office and retail em-
ployees. In Phase 1, July, 1964, 59 percent of the universe who antici-
peted hiring 16-21 year old office and retail workers had dismissed
16-21 year old workers for these jobs in the past two years; in FPhase 2,
January, 1965, 32 percent had dismissed 16-21 year old office and retail
employeee in the past six months; in Phase 3, July, 1965, 40 percent had

done so in the past six months.

YO -
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The 385 responses given for reason of dismissal were grouped in
all phases in the following categories: incompetence and inability to
do the job was menticned most, 136 times, 35 percent; negative attitude
and personality, 129 times, 33 percent; absenteeism and tardiness,

69 times, 18 perceat; dishonesty, theft, and falsification of data

on employment epplication, 29 times, 8 percent; while other ressons
given for dismissal were given 25 times, T percent. Employers' reascns
given for dismissal add meaning to the involuntary reasoas suggested by
school. leavers for leaving their Jjob.

To return to the school leaver data, 59 of & total of 330 reasons
offered for leaving jobs, or 18 percent, were for additional schooling.
The weaning of this response is not clear. It could mean that some
school leavers sought and received summer full-time jobs prior to going
to college; or, it conld xeen, for example, that some schcol leavers
found, after obtaining full-time employment, the need for additional

training.

Crharacteristics of Businesses in Which School ILeavers Were Hired
Questions ssked school leavers concerning size, type, and job
classification parsllel similar data obtained from usiness respondents.

As such, responses from these will provide comparisons to indicate how

the Detreit schecol leaver fared in the Detroit labor market.

Size of Compeny. In the second and third phases of interviews, (262

school leavers vf the totel 422 in numter) questions were asked concerning
the size of the company in which respondents received their entry job. Of

the total of those interviewed in these two phases, 112 in Phase 2 and 10k

ERIC
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in Phase 3 or 216 in all had held an entry job. Size of the installation

in which this job was held was reported as follows:

TABIE 28

Size of Company in which Entry Job Was Obtained

“Fhase 2 Fhase 3 Total
Size of Company |Number [ Percent [[Number fercent Number | Percent
l1- 3 12 11 11 11 23 11
I 2 23 21 21 20 Ly 20
25. 99 18 16 11 1 29 13
100-1499 17 15 17 16 34 16
500+ 29 26 35 3 (3 30
No answer or
don't know 13 11 9 8 22 10
t

Totals 112 1€0 " 10k 100 216 100

Of 194 usable responeges to the question, company size in which
school leavers reported being hired is compared with the estimate percents

of total hires as reported by business respondente.
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TABIE 29

Full-Time Eatry Jobs Filled by Detroit Businesses and Those
Obtained by School Leavers According to Company Size

|  Full-Time Hires Reported by: ‘
— Detrolt Petrolt
Size of Company School Leavers Business Respondents
Percent Percent
N= 194 N = 62,080
l- 3 12 14
1
4. 24 23 21
25- 99 WE 15 21
100-499 18 24
500 + 32 20
Totals 100 100

The pattern of which size companies thie school leavers were hired into
is statistically diffe ent from the pattern expected as reported by the

1l
employers. Using the Kolmogorov-Smirnoff one sample test, and comparing
the distribtuion of the school leavers to what would be expected (the

report of the business community), there is a statistically significant
difference at the .05 level of confidence.
A higher proportion of Detroit school leavers go into businesses of

over 50N employees thar would be expected from the employer reports. Note,

hcwever, that this increase in the companies of over 500 employees comes not

at the expense of the smaller companies, 1-2i employees sjze companies, but
1
rather from the medium 25-499 employee size companies.

1810831, L.EOEEE:, p.l&T-SQ
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Types of Businesses
The standard industrial classificaticn of businesses in which school

leavers obtained employment is reported in Table 30 according to the first,

second, and third full-time jobs reported.

TABIE 30

Types of Businesses in which Schocl Leavers Were Employed in
First Three Full-Time Jobs

— v Job L Job 2 Job 3 Totael
Standard Industrial Num=- | Per- || Num- | Per- {|Num- } Per- || Num-| Per-
Classification ber | cent |lber ] cent {lber |}cent]| ber | cent

Construction and Manu-
facturing, Durable 50 15 Wy | 25 2l 32 118 | 20

Manufacturing, Non-

Durable 15 b 13 T 5 T 33 6
Werekousing and Whole-

sale Trade 11 3 3 2 2 3 16 3
Retail Trade 104 30 51 { 29 20 27 175 30
Finencial, Real Estate;

and Insurance 39 | 12 19 11 L 5 62 10
Business and Personal

Services 66 19 28 16 10 1% 104 17
Nonprofit Services r i9 6 6 3 L 5 29 5
Entertainment and

Professicnal Services| 36 11 12 7 5 T 53 9
No Answer ! 1 0 - - - - 1 0
Totals 341 | 100 176 | 100 74 1100 591 {100

©
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The type of business in which school leavers reported obtaining their

first, second, ard third jobs remains' relutively proportionate. The first

three ranking types of businesses were retail trade; construction and

manufacturing, durable; and business and personal services.

Note that 30 percent of the school leavers rs orted being emplnyed in

a business classified ty SIC as "Retail Trade; " und according to Table 31,

32 percent of all entry jobs reported by employers were in this same type

of business. However, type of buginess classification should not be

confused with DOT classifications which is the focus of this study. For

example, in Table 32, 7 percent of school leavers obtained DOT Sales Jobs.

TABIE 31

Types of Businesses in which School Leavers Were Hired Versus

Eatry Jobs Filled by Detroit Businesses

Bchool leavers Entry Jobs Filled
Standard Industrial Classification Percent Percent
N = 5% N = 62,084
Construction and Manufacturing;

Durable 0 11
Manufacturing, Nondurable 6 4
Wholesale and Warehouse Trade 3 6
Retail Trade 30 32
Financial, Real ﬁstate, and Insurance 10 18
Business and Personal Services 17 18
Nonprofit 5 [
Entertainment and Professional Services 9 T
Totals 100 100

e
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The foregoing classification of Jobs obtained can now be compared
with the entry jobs filled as rcported by Detroit businesses. IFor the
comparison total percents of the first three jobs as reported by school
leavers according to type of business are paired with the three-year
annual average of hires as reported by the Detroit busiress community.

Using a one sample chi square test to compare goodness of fit of the
observed school leavers distribution with the expected school leevers
distribution (derived from the employer reports), & chi square oZ 67.2
was determined. This indicates that there is a statistically significant
difference between the observed and expected frequencies at the .00l level
of confidence. The difference results chiefly from more Detroit schiool
leavers entering "construction and manufacturing, durable” type businesses
then would be expected from the employer's report. Fewer Detroit school
leavers entered "financial, real estate, and insurance" type businesses

than would be expected.

Dictionary gE'Occupaxional Ttle Classifications

The first three full-time jobs filled by Detroit school leavers

according to the Dictionarngg Occqggﬁional Title plassifications are

reported in Table 32.

while clerical and kindred occupations ranked first in all three jobs
held, note fhe decrease in this classification from first (44 percent) to
second (36 percent) to third (27 percent) full-time jobs reported. In the
third Job, the decrease in clericel as observed was offset by increases in
semiskilled, service, and skilled classifications. While sales ranked sixth

in a total of eight classifications, note a similar decrease from first

‘V
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TABLE 32

Dictionary of Occupational Title Classification of First, Second, and
Third Full-Time Jobs Held by School Ieavers

o Job 1 Job 2 [ Job 3 || Total
DOT Numn=- (Per- ||{Num=| rer- }{Num- | Per- || Num- |Per-
Classification ber lcent llber | cent Jber jcent [lber |cent
Professional and

Manegerial 11 3 8 L 3 [ 22 b
Clerical 149 LY 63 36 20 27 232 3y
Sales 29 9 9 5 3 L L3, T
Service 1T 12 19 11 12 16 T3 12
Agricultural,

Forestry, and Fishery} 1 0 - - - - 1 0
Skilled 20 6 17 10 10 1 47 8
Semiskilled 41 12 30 17 16 21 87 15
Unskilled 48 b 30 17 10 14 88 15
Totels 341 | 100 1761 100 ™| 100 501 | 100
— !

(9 percent) to second (5 percent) to third (4 percent). In skilled and semi-
skilled classification, the reverse is true. Of these changes the following

are significant at or above the .05 level:

.

1. The decrease from 44 to 27 in the percent of jobs in the clerical
field from first full-time to third full-time job.

2. The increage from 6 to 1% in the percent of Jobs in the skilled
occupations from first full-time to third full-time Jot.

3. The incresse from 12 to 21 in the percent of jobs in the semi-
skilled occupations from first full-time to third full-time Jjob,

We can only speculate about the reasons for the foregoing. Could it be

that some who at first held clerical jobs found their preparation inadequate
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and moved to less demanding types of work? Could it be that_some entering
a surfeited sales classification moved to more desirable Jobs? Could it be
that added training accounted for an increased skilled and semiskilled
classifications? Each of these possibilities appears plausible.

To compare how Detroit school leavers fared ia the Detroit entry job
merket according to job classifications, the average of the first three

Jobs held in each classification is compared with the average entry jobs
P117ed hv Natrotit hurinearen.
TABIE 33

Comparison by Dictionary of Occupational Title Classifications of Jobs
Obtained by School leavers with Those Filled in Detroit Businesses

o School Leavers Detroit Businesses
Dor Percent Percent
Clessification N = 591 N = 62,084

Professional and Managerial L 1
Clerical 39 4L
Sales T 10
Service 12 15
Agricultural, Forestry,

and Fishery 0 1
Skilled 8 3
Semiskillec 15 9
Unskilled 15 17
Total 100 100

A chi square one-sample test to test goodness of fit was conducted on

the responses of the echool leavers using as expected frequencies the

ERIC

Full Tt Provided by ERIC.




81

Ll

responses of the employers. A chi square of 6.67 with 6 degrees of freedom
(the grouping of agricultural, forestry, and fisheries was excluded in this
computation) was obtained. This value is not significant at the .05 level.
A value of 6.67 could occur by chance alone almost 50 percent of the time. 1
The slight differences are not only not significant, but fall in no differen;

pattern from that of the employers.

Factors Influencing Type of Entry Occupation ‘

-

Just as certain factors were investigated to determine their influence

on whether the school leaver obtained an entry job, the same or similar

factors2 vere investigated to determine their effect on the type of entry

job of the school leaver. Table 34 shows the results of the chi square

test used to list the relaticnships.

TABIE 34
} Chi Square Test Applied to Factors of Influence on Type of Entry Job

f Coefficlent Degree of']§13n1f1c3n1
Factor of Influence Chi Square of Contingency Freedom t or abov

’ Intelligence Score 29.841 .310 12 .01
Upper or Lower Half

k of Class 12.168 116 6 nsl
Curriculum 59.323 .388 6 .001
Business Courses 48.816 350 12 .001
Sex 150.361 «553 6 .001
Race 17.720 222 6 .01

lNot significant at .05 level of confidence

éﬁecause of necessary conditions as to number of cases for use of the chi
square test, some factors were changed slightly, and the factor of "co-op"
program eliminated.

ERIC

Full Tt Provided by ERIC.
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The school lesvers intelligence rating, while proving not significant
in terms of cbtaining an entry Job, had a relation as to what type of entr
occupaticn the school leaver obtained. The school leavers were divided
into taree groups for the use of this list: high, A and B intelligence
ratings: everage, C intelligence rating: and low, D and F intelligence
ratings. While 54 percent of the high group went into clerical occupationg
and 44 percent of the average went into clerical occupations, only 17
percent of the low group did so. However, while only 22 percent of the
high group and 28 of the average group went into the semiskilled and
unskilled occupations, 37 percent of the low group were employed in these |
categories. While 17 percent of the low group were in retail occupaticns,
only 5 percent of the high group were there.

Those students in a business curriculum had a patiern of entry Jjob
types different from those students in nonbusiness curriculums. While
T9 percent of the business students' entry Jobs were office or retail Jjobs|
and 21 in other areas, L1 percent of the nonbusiness students were in
office and retail and 59 in other areas.

Of the school leavers who had taken no business courses in high
school, 18 percent had an entry job in the office occupations. For those

vho had taken typing as their only business course, 31 percent had an

office entry Job, and for thcse who had other business courses than typing,
56 percent went into the office occupations for their entry job.
The factor of sex was the most important influence in determining the

type of entry jobs of school leavers. In office occupations, 66 percent
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of the school leavers were females; 13 percernt, male. In the semiskilied and

unskilled jobe, T percent were female and 54 percent male.

Race wus an ini'luence ia whether an individual entered service and
skilled occupations. In the entry service occupations, 22 percent were
nonwhite; 8 percent, white. In entry skilled occupations 2 gercent were

nonvwhites; 8 percent, white.

Sumnery

Eighty-one in number, or 19 percent of 422 school leavers
reported not having held an entry job from one to two years after
leaving school. The critical time for getting a full-time entry Jjob
is the first three months following graduation.

Factors of influence in having an entry job that were sigrif-
icant at or above the .02 level of confidence were "co-op" work study,
sex, race, and sex and race combined. Of these, the influence of being
& negro woman was the most influential of all. Among school leavers,
however, age was considered to be the most important factor in not
getting o icb. As many negro men as women thought that race influenced
their not getting an entry Jjob.

Considerable instability was experienced by school leavers in
getting and holding their initial jobs. Forty-two percent of all
school leavers had held more than one full-time job at the time of
interview. Forty-nine percent of those holding Zrom one to three
Jobs reported holding those jobs three months or less, Unemployment,
periods of as many as four in number were reported with each period
ranging to as much as five or more months. At least 33 percent of
the reasons offered for leaving initial jobs were involuntary reasons.

Employers repurted incompetence and inability to do the job (35 percent)
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and negative attitude and personality (33 percent) as the two most fmportant
x causes of dismissal.

Detroit school leavers tend to be employed in the larger companies
more than would be expected by the Detroit business hiring pattern. T8
percent of initial entry jobs of school leavers are accounted for in #
retall trade; construction and manufacturing, durable; business and
personal services; and financial, real estate, and insurance type businesses,

Clerical, semiskilled, unskilled and service accounted for 81 percemt of

the job classification. Sales accounted for an addit;onal T percent.
Significaent influences in the kind of job classification held proved
to be the curriculum followed i1 high school, the kind and number ¢
business courses taken, sex, and race.. A "co-op" work study program does
give a school leaver an advantege in obtaining an initial job but not

necessarily in holding it.
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Section 3

Emplcyment Practices of Detroit Businesses

To dlscuss later specific skills required of entry job workers,
certain employment practices of business respondents and of schcol
leavers are important to take into consideration. The questione to be
answvered here relate to office and retall occupations. Some of these
questions are: (1) What sre the reecruiting practices ot Detroit
businesses? (2) What are the sources used by Detroit school leavers
to find Jobs? (3) What are the screening and testing practices used

by business?

Business Recrulting Practices in Filling Entry Office and Retail Jobs

Where do employers look for beginning office and retsil workers?
Table 35 shows by size of company the rank order of nine sources of
supply according to the first cholce expressed by respondents, the seccnd
and third choices combined, and the total of all three choices., One

might view the first choice as the source employers prefer to use and the

second and third choices as sources to which they will resort to if
necessary. In a tight labor supply, such as experienced during the
period .of this study, one could expec% that all three choices would
be used as sources for recrulting beginning office and retail workers.
Table 35 is to be read as follows: The first listed source of

supply, "Employees already working here," ranked second of nine ranks
in being the first choice as a source of recruiting entry workers in
companies of from 1 to 3 employees; "Personal reference" was first

preference of this size company. Smalil companies and the second and

third choices combined column, "Employees already working here" ranked

6.5 of 9 ranks, and 4 in total of all three choices. 1In companies of

.
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4.2k employees, "Employees already working here" ranked 4.5, 6, and 5.5,

respectively, for the first, combined second and third, and total choices

for recruiting 16-21 year olds.

a

Guidance counselors and teuchers would do well to analyze the fore-
going table. 1In the smaller companies, personal references from a
friend, from someone working in the business, or from an outsider are

important sources of obtaining office and retail employees. The

smallest companies are almost unique in looking to the schools, not as
their first cholce, but as their second and third choices for recruiting.
Middle-size companies (25-499 employees) consider employment agencies,
both private and public, to be important sources of supply. Companies
of 500 or more employees consider the "walk-in" to be their first and
employment agencies as their second source of supply. All sizes of
companies consider newspaper advertisements to be of medium importance.
The schools (with one exception noted above), cooperative work-study

or school work-experience programs, and current part-time employees
appear to be the least important sources among all companies in

recruiting 16 to 21 year olds for full-time work,

Sources Used in Obtaining Employment by School Leavers

Patterns of sources used by school leavers are shown in Table 36.

The company personnel office was not only the most ‘opular source
utilized by school leavers, but it was also the source which produced
the best results: 53 percent of the persons who used the personnel
office and who also reported what huppened there said that they secured
Jobs in this way. The Michigan Employment Security Commission was second

in utilization, but only 22 percent of the persons who applied there
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received jobs. However, another 11 percent were offered Jobs through

MESC but refused them. The school, while ranking lower than MESC
and private employment agencies in terus of usage, ranked second only
to the company personnel office in obtaining jobs for persons who did
apply there: 36 percent of those using the school ir. seeking jobs were
successful in obtaining them.

TABLE 36
k Q. 19. Which Sources Have You Used When Looking For A Job?

Source Number Percent
Company Personnel Office 302 . T2
Mass Media 235 56
Michigan Employment Security Commission 227 54
i Private Employment Agency 106 25
School or Board of Education T0 17
’ Public Employment Agency 45 11
Churches 17 l
‘ Unions 6 1

To thuse educators who believe the school has an important role in

the placement of school leavers, it will be surprising that 25 percent

of the school leavers utilized private employment agencies to seek a job.
In Phases 2 and 3, school leavers were asked & question complementary

to Q. 19 just discussed: "Q. 5. Would you look at this card and tell me

how you found out about your job?" The choices paralleled similar items

asked business respondents and reported in Table 35.
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School leavers' responses to Q. 5 were totaled for both phases and
placed in ranl: order of importance, These ranlks are compared (Table 36)

with combined ranks of employers' responses as sources for seeliing

a

employees. "Employees already worling here" and "Personal reference"
were consldered as separate choices in interviewing employers. These
two were combined in irnterviewing school leavers; and, in Table 37,

comparing the ranks placed on the choices by the two groups, they have

also been combined,
TABLE 37
Ranlz Order of Sources Where School Leavers Souzht Jobs and Businesses
Souzht Employees

Source Rank Order
_ School Leavers Businesses
Employees already worlinz there 1
and personal references 1l 1l
Walk-in at company personnel officq 2 3
Private ewployment agency 3 2
Newspaper advertisement h 4,5
MESC 5 L5
"Co-op" student 6 7
Schools Te5 6
Part-time employees Te5 8 |

Inspection alone of ranks between those of school leavers and of
employers indicates a high correspondence. A coefficient of rank order
correlation (Spearman's Rho) yielded an r of +0.95. Apperently, school
leavers seek entry Jjobs in approximately the same places that businesses

ERJS? look for workers.

Full Tt Provided by ERIC.




Testing Practices for Entry Jobs Reported by School Leavers

Of 333 school leavers employed at the time they were interviewed,
143 in number, or 43 percent, reported taking one or more tests as &
part of the hiring procedure, Of 216 school leavers in Phases 2 and
3 who had haé an entry job, 78 in number, or 36 percent, reported taking
one or more tests.

A larger proportion of those in clerical occupations than all others
reported taking tests during the hiring procedure, Of those in full-
time employment et the time they were interviewed, 55 percent reported
taking one or more tests. Of those who had held an entry job, 58 percent
reported taking one or more tests.

Compared to clerica)l workers, & much smaller proportion of school
leavers in sales occupations reported taking tests., Twenty-two percent
of those holding retail occupations at the time they were interviewed
reported having to take one or more tests, and 24 percent of those

holding retail entry jobs reported having to do so.

Types of Tests Reported Taken by School Leavers., In Table 38, types of

tests have been grouped: (1) general intelligence tests; (2) aptitude
tests including general, clerical, and some miscellaneous types; (3)
achievement tests, including ger-ral arithmetic, clerical, bookkeeping,
and salesmanship; (U4) typewriting,including straight copy, rough draft,
and other forms of production typewriting; (5) shorthand tests, both

dictation and transcription; and (6) other tests not specified.
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TABLE 38

Type of Tests Reported Taken by School Leavers
*n Current and Entry Jobs

ol

Current Job Entry Job

Type of Test Percent Percent

(N = 333) (N = 216)
General Intelligzence ) o4 15
Aptitude 31 16
Achievement 26 13
Typewriting . 17 12
shorthand 5 2
Others (Not Specified) T L

Various kinds of aptitude tests, including intelligence, represent
the largest proportion of tests reported taken by school leavers,ac-
counting for 50 percent of all tests taken by those to get their current
jobs. These plus achievement tests account for 83 percent of all tests
taken to obtain current jobs. The proportion is approximately the same
for tests reported taken in obtaining entry Jobs.

Of all the achievement tests taken, 55 percent of these were
arithmetic tests taken by those holding curréﬁt Jjobs, and TO perzent,
by those reporting . ..8 taken in the entry jobs. None of the school

leavers reported taking a salesmanship, retailling, or related type test,
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Testing Practices for Entry Jobs in Office and Retail Occupations
To what extent are tests given by companies to select employees
for office and retail occupations? The mumber of companies reporting
testing of prospective office and retall employees was avereged for
the three phases (Table 39).
TABLE 39

Average Percent of Companies by Size That Test for Office and Retall
Occupations

Size of Company by
Percent That Test

Number of Employees

l1-3 26

b - 2 45
a -9 o1
100 - 499 56
200+ 95

One out of approximately four of the smallest size companies (1-3
employees) test prospective office and retail employees. Ninety-five
out of 100 of the largest companies (500 plus employees) test. Of the
middle three size companies, approximately half of the companies test
with slightly increasing chance of tests being givén in the larger of
the three sizes of businesses. |

Of those companies in the three interview phases who anticipated
employing office and/or retall workers in the next six months, respond-
ents were asked to specify the types of tests that applicants would be
asked to take. From these responses, the rank order by type of tests
that can be expected in different sizes of compenies is shown in Table 40,

ERIC
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Typewriting and general aptitude tests are the top ranks except in
the smallest companies. Similar to the report of school leavers, of the
achievement tests given, arithmetic ranked first among companies cf over
25 employees. Sales tests of achievement ranked the lowest with a total
of only 7 companies in number in all sizes indicating using such a test.,
None of the school leavers, it should be recalled, reported taking a sales
relsted achievement test. While aptitude tests ranked first among
companies of 500 plus employees, typewriting and achievement %tests
were a close second and third. The low rank order of shorthand tests
indicates that but one portion of the clerical workers applied for
stenographic positions,

TABLE 40

Rank Order of Tests Used by Type of Test and by Company Size

Type of Test Rank Order of Tests by Size of Company
l1-3 424 |25 ~99] 100 - 499 | 500+

Irtelligence 3.5 L 3 N

Aptitude 2 1 2 2 1

Achievement 1 L L 3 3

Typewriting 3¢5 2 1 1 2

Shorthand 5 4 5 5 4

Of any single kind of achievement test reported given by employers,

typewriting headed the list with 37 percent of all sizes of companies
reporting some kind of typewriting test. This is at variance with the
school leavers' report in which arithmetic headed the list. The
school leavers!' report, however, included all entry job classifications,
o not just office and retail classifications as reported by employers.
ERIC
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More businesses reported sziving a shorthand test (2i percent) than
arithmetic for the same reason. Yet, arithmetic tests ranled high
on the list of those given to office and retail job applicants (17

percent).

Screening Practices Used by Employers
Screening practices used as reported by businesses in the employ-
ment procedure are shown for all companies reporting by Phases 1, 2,
and 3.
TABLE 41

Screening Practices Used for Office and/or Retail Entry Workeus

! Companies Usi
Screening Practices Phase 1 | Phase 2 | Phase 3
_ _ Percent { Percent | Percent
Application Blank Tl 65 55
Informal Talk with Applicant 92 88 o8
Formal Interview 56 40 23
Check of Personal and Character References 59 53 L1
Check of References from Previous Employers| 67 62 39
Check of School References for Grades 19 30 19
Check of School References for Attendance
Record . 26 8 15
Check of School References for Other 11 27 L
ﬁecommendation by Counselor from School 18 16 13
Recommendation by Teacher from School [ 12 9
Recommendation by Principal from School 12 1 5
Recommendation by "Other" from School L 0 3
Previous Part-time and Seasonal. Employers 0 0 0




Note in Table 41 the relatively low rating of schools and school
related sources of information for screening applicants. To be sure,
the percents of school resources to be used in screening could be
reduced somewhat by disbursing school related resources for informa-
tion over seven items. Yet, as in the data presented on sources for
obtaining entry workers, it is suspected tha: many employers do not
consider the schools and school resources as too important in provii-
ing information to screen entry job applicants.

To determine the differences that size of company may make in
screening practices, these practices were ranked in order of the 13
practices by each of the five sizes of companies (Table 42), This
table is to be read: "Application Blank," the first screening
practice listed, was ranked as 4 of 13 ranks by companies of this
size; 2.5 by companies with 4-24 employees; 2 by companies with

25-99 employees, etc.

95




TABLE L2

Rank Order of Screening Practices Used by Size of Companies

Screening Practices

Rank Order by Size of Company

Number of Employe.s

1-3| 424 | 25-99 | 100-% 500+

Application Blank b 2.5 2 1 1
Informal Talk with Applicants 1 1 1 2 b
Formal Interview 5 5 5 b 2
Check of Personal and Character

References 3 b L 5 5
Check of References from Previous

Employers 2 2.5 3 3 3
Check of School References for

Grades 10 6 6 6 6
Check of School References for ‘

Attendance Record 6.5 7T 7 7 7
Check of School References for

Other 8.5 111 11 9.5 12
Recommendation by Counselor

from School 6,519 8 8 3
Recommendation by Teacher from

School 8.5 |11 9 11 9
Recommendation by Principal

from School 11 8 10 9.5 10
Recc..endation by "Other" from

School 12 11 12 12 11

Previous Part-time and Seasonal
Employees

While the application blank was relatively important to companies

with from 1 to 99 employees, it was ranked No. 1 by companies of 100 or

more employees,

Informal talk was of first importance to companies under
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100 but was replaced by the formal interview in the largest companies,
Check of references from previous employers was of high rank in all
sizes of companies, and of considerably higher -anlk than school related
references. Previous part-time or seasonal empluyees was not used by

a single company Interviewed as a device for screening epplicants.

Sumnary

Businegses by size vary in thelr sources for recruiting employees.,
The small businesses tend toward looking to the personsl referral
either by present employees or business associates. Large compenies
look to the "walk-in" as the most important source. Schools are
gensrally e less importsnt source of supply. The pattern of seeking
employrent by school lesvers corresionds to sources businesses used
to recrult,

The larger the company, the wmore likely it is to use tests as
a screening device. Ninety-five percent of the largest companies
test while only 26 percent of the smallest companies do so.

Application blank and interviews were the most important of all
other screening practices used by Detroiit businesses, The school sources

of information eabout potential employees generally ranked low.
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Section 4

Skills Demanded for Entry Jobs in Office and Retail Occupations

Section 4 deals specifically with the Dictionary of Occupetionel Titles

studied in office and retail occupations.

In the first examination, the projected total of 99,509 office and
retail occupations will be examined in terms of the rank order of Jjob
classifications. The second examination is one of entry occupations requiring
or not requring skills. Further analyses will be according to the specific

skills aemandeqd.

Division of Office and Retail Jobs by Dictionary of Occupational Titles

The rank order and numbers employed in entry jobs by Dictionary of

Jccupational Titles are contained in Table 43,

TABIE 43

Rank Order of and Numbers Hired for Office and Retail Fntry Jobe
by Dictionary of Occupational Titles

DOT S Numbers

Number Rank Occupational Title Hired Percent
10k,105 | 1 Clerks, General and General Office | 22,066 22
137 2 Typists ' 16,708 17
170,196 3 Sales Clerks; Sales Clerks, Dry

Cleaning and Laundry 7,971 8
175,180, L Selespersons; Salesmen to Consumers;
185,197 Selesmen and Seles Agents, Except

to Consumers; Shoppers 7,51k 8
117 5 File Clerks 6,901 7
101 6 Bookkeepers and Cashiers, Except

Bank (Cashiers 6,545 7




TABIE 43 (continued)

DOT Numbers
Number Rank Occupational Title Hired Percent
123,124 | T Messengers, Errand Boys, and Office
Roys and Girls; Telegraph Messengers 6,205 6
118 8 General Industry Clerks 5,343 5
133,137 9 Secretaries and Stenographers 4,752 5
134,138 | 10 Shipping and Receiving Clerks;
Stock Clerks 2,978 3
142 11 Telephone Operators 2,915 3
i
107,108,] 12 Hotel Clerks, n.e.c.; Insurance Clerks,
112,126 n.e.c.; Clerks in Trade, n.e.c.; and
Correspondence Clerks, n.e.c. 1,750 2
127,128 | 13 Post Office Clerks; Mail Carriers 1,680 2
157,163 | 1k Salesmen, Insurance; Salesmen Real
Estate 1,342 1
155 15 Canvassers and Solicitors 1,025 1
106 16 Financial Institution Clerks, n.e.c. 1,019 1
Miscellaneous 2,795 2
Totals 99,509 160

1 ¥ot elsewhere classified

The first four ranks account for 55 percent of all entry jobs filled;

clerks, general and general office (22 percent); typists (17 percent); sales

clerks and sales clerks, dry cleaning and laundry (8 percent); and sales-

persons, salesmen to consumers, salesmen and sales agents (except to consumers),

and shoppers (8 percent).

Ranks 5 through 9 account for an additional 30,

percent; file clerks (7 percent); bookkeepers and cashiers, except bank

cashiers (7 percent) messengers, errand boys, office boys and girls, and
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telegraph nessengers (6 percent); general industry clerks (5 percent); and
secretaries and stenographers (5 percent). The miscellaneous DOT's are
those in which numbers hired were estimated as iess than 1,000 people during
the period of the etudy. They include office machine operators (905 in
number) ; bookkeeping machine operators (652); checkers (501); physicieans'
and dentists' assistants; paymasters, payroll clerks, end timekeepers;

and technical and statistical clerks, agents and appraisers, and clerks

and kindred occupaiuions.

Skills Demanded Versus Skills Not Demanded

The surprising fact indicated by the data is the large proportion of
entry jobs in which job skills are not required. Data from both business and
school leaver respondents are consistent. Forty-eight percent of the business

respondents say they do not demand business skills; 43 percent of the school

leavers reported that business skills were not demanded in their entry Jjob

(Table 4k%).

TABIE Ll

Business Skills Demanded for Entry Jobs in Office and Retail Occupations

) Business Respcndents “School leevers
Skills Demsnded r Percent Number | Percent
One or More 51,403 52 816 57
None 148,106 48 612 43
Totals 99,509 100 1,428 100

There 18 a wide divergence by various occupational titles within the

office and retail field of skills not demanded. By job titles, the range

ERIC

Full Tt Provided by ERIC.
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is from 1 to g8 percent of the jobs within a particular DOT classification
that do not require skills, Iu Table 45, DOT classifications are ranked

from highest to lowest percentage of Jobs not demanding skills.

ERIC

Full Tt Provided by ERIC.
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TABLE 45

Rank Order of Office and Retail Entry Jobs for Which Employer does
Not Demand Business Skills
(Dictionary of Occupational Titles)

e

Total Total
Number | Number Percent
of Not l Not
Entry Demanding‘ Demanding
DOT Number | Rank DOT Title Jobs Skill § Skiil
o l

127,128 1.5 | Post Office Clerks; Mail A

Carriers 1,680 1,6b4 98
157,163 1.5 | Salesmen Insurance; Salese-

men Real Estate 1,342 1,322 o8
103 3.5 | Shipping and Recelving

Clerks; Stock Clerks 2,978 2,856 96
134,138 3.5 | Checkers 501 480 96
170,196 5 | Sales Clerks; Sales Clerks

Dry Cleaning and Laundry 7,971 7,431 93
175,180 6 | Salespersons; Salesmen to

Consumers; Salesmen and

Sales Agent Except to

Consumers; Shoppers T, 514 6,854 g1
135,136, T | Technical Clerks, n.e.c.;
148,149 Statistical (lerks and

Compilers; Agents and

Appraisers, n.e.c,; Clerks

and Kindred Occupations 169 150 89
107,108, 8 | Hotel Clerks, n.e.c.; In-
112,116 surance Clerks, N.€.C.;

Clerks in Trade, ne.e.cs;

Correspondence Clerks 1,750 1,356 78
117 9.5 | File Clerks 6,901 4,692 68
142 9.5 | Telephone Operators 2,915 1,97k 68
132 1L Physicians' and Dental

Asgistants and Attendants 360 240 67
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TABLE 45 (continued)

Total Total
Nunber | Number Percent
of Not Not
Entry |Demanding, Demanding
DOT Number | Rank DOT Title . Jobs Skill Skill
123,124 12.5 | Messengers, Errand Boys
and Office Boys and
Girls; Telegraph
Messengers 6,205 | 3,772 61.
101 12.5 | Bookkeepers and Cashiers
k Except Bank Cashiers | 6,545 3,982 61
106 14 | Pinancial Institution
Clerks, n.e.ce 1,019 612 60
118 15 | General Industry Clerks,
Ne€eCe 5,343 3,145 29
102 16 | Bookkeeping Machine
Operators 652 342 52
126 17 | Paymaster, Payroll Clerks,
and Timekeepers 208 81 39
104,105 18 Clerks, General and Genere)
Office 22,066 6,788 31
125 19 Office Machine Operators 905 184 20
137 20 | Typists | 16,708 201 1
155 2l.5| Canvassers and Solicitors 1,025 0 0
133,137 21l.5| Secretaries, and
Stenographers 4,752 0 0
Totals 99,509 48,100 L8

Entry job classifications in which 90 percent or more of the total
Jobs do not require one or more skills account for 22 percent of the total

office and retall occupations filled. They sre: post office clerks, and




10"

salesmen, insurance, and real estate (both 98 percent); shipping and
receiving clerks, stock clerks, and checkers (96 percent); sales clerks,
general and dry cleaning and laundry (93 percent); and salespersons,
salesmen, sales agents except to consumers, and shoppers (91 percent).
Those entry jobs classifications in which one or more skills are
demanded in 60 percent cr more of the jobs account for U6 percent of all
of the office and retail jobs filled. They are: paymasters, payroll
clerks, and timekeepers; clerks, general and general office; office
machine operators; typists; canvassers and solicitors; and secretaries

and stenographers.

Specific Skills Required for Office and Retail Occupations

Table 46 is arranged in rank order of business skills demanded for
entry jobs by employers. Two ratios are provided: (1) a ratio of the
number of Jobs dema;ding the -specific skill to the total number hired
for office and retail entry jobs in the Detroit labor market and (2) a
ratio of the number of jobs demending the specific skill to the total

number of jobs in which one or more skills are requiregd.
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TABLE 46
Business 5kill Required by Employers for Office and Retail Entry Jobs

_Ratios
o. & Total No. » Jobs
Jobs bemanding Skills

Skills Specified Rank || Number [{(N=99,509) (N=51,403)
Typewriting 1 43,577 L 85
Shorthand 2 6,413 6 12
Business Machine 3 5,890 6 12
Bookkeeping and Accounting|l 4 3,211 3 6
General Business 5 2,628 3 5
Office Practice 6 W 1,947 2 L
Business Mathematics T 1,508 2 3
Filing 8 1,185 1 2
Data Processing 9 385 - 1
Retailing 10 265 - 1
Business English 11 140 - -
Sub-Total 67,149 68 131
No Answer H 1¢2 - -
Total 67,341 68 131

|

Typewriting skill ie required in 44 percent of the entry jobs. However,
of the entry jobs in which one or more skills are demanded, 85 percent of
these Jjobs demand typewriting ability. Shorthand and business machines rank
second and third with these skills required in 6 percent of all entry jcbs

or in 12 percent of the entry jobs in which one or more skills are demanded.

g

e
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Note that these latter skills are demanded about one seventh as often as
typewriting. Tke kinds of business machines for which skills are required
are not to cleser. Yet, from the specific skills demanded of office machine
operators, 371 of the jobs demanded data processing. It is suspected that
other of the machine skills demanded 1s related to data processing equip-
rent.

A word should be said about the word "skill" as used here. The inter-
viewers and coders tended toward identifying "skills" as the outcome of
specific high school courses. The classification used tends toward an
identificetion of curriculum courses. Thus, "Business English" identified
an area of skills in oral and written communication. Of course, the coding
of interview responses caused some distortion of skill classification, too.
For example, 840 in number of canvassors and solicitors, or 82 percent,
were coded as demanding office prectice because telephone technique in
telephone solicitation was the skill required. And 240 salespersons (DOT's
175, 180, 185, 197) were coded as requiring “shorthand" instead of "shop"
skills. This latter error was corrected.

Information similar to that from business respondents was also obtained
from school leavers in Phases 2 and 3. Expaended to the universe of June,
1963, school leavers, skills demended in entry jobs are displayed in Table
b,

By classifying and ranking the skills that business respondents demand
in the same wa& as school leavers identified skills, & perfect correspondence

of rank orders is obtained (Table 48).
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TABLE 47

1

Specific Business Skills Demanded of Office and Retail Entry Job Holders

Percent of | Percent of
Skills Specified Jobs All Skills
Rank | Number |N = 1,428 | N = 816

Typewriting 1 600 ko Th

Other business skills (than
typing, shorthand, and business

machines) 2 26U 18 32
Shorthand 3 156 11 19
Business Machines b T2 5 9
Retail Education 5 36 3 4

Sub-Total 1,128 T9 138
No Answer o4 48 3 6
Total 1,176 82 14y

;Figures have been expanded to the universe of school leavers using a factor
of 12:1., This factor was used for the information came only from Ftrses 2
and 3.

TABLE 48

Renk Order of Skills Demanded by Businessme:n and Found Required
by School leavers

Rank Order

Business Schoel
Specified Skills Respondents Leavers
Typewriting 1 1
Other business skills
(all other then typing, shorthanad,
business machine) 2 2
Shorthand 3 3
Business Machines I N
Retall Education 5 5
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Skill of Typewriting in Entry Jobs. Typewriting ranked first as the most

frequently required skill in 13 office and retail occupations; second in

8; and third in 1 job classification. Typewriting was not required in but
two of the total number of job classifications included in cffice and retail
occupations: not required of salesmen, insurance end resl estate or of

seles clerks and sales clerks in dry cleaning and laundry.

Ratio of Skills Demanded by Dictionary of Qccupational Titles

The totel number of jobs divided into the total number of skills required
for that job provides a ratio of skills per job. Table 49 is arranged in

rank order of the ratio of skills per job.

ERIC

Full Tt Provided by ERIC.
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Rank Order of Ratio of Job Skills to Number of Jobs for Office and
Reteil Entry Jobs by Dictionary of Occupational Titles

Ratio of
Skills to| Total | Total
DOT Jobs Skills| Jobs
Number | Rank Title 1:2 (1) | (2)

133,137 1 |Secretaries and Stenographers | 1.96 9,309 | 4,752
137 2 | Typists 1.4 |19,009 116,708
155 3 Canvassers and Solicitors 1.01 1,030 | 1,025
104,105 It | Clerks, General and General

office .99 21,780 |22,066
125 5 Office Machine Operators " o9k 84T 905
102 6 | Bookkeeping Machine Operators 87 568 652
126 7 |Paymaster, Payroll Clerks, and

Timekeepers .62 128 208
106 8 |Financial Institution Clerks,

n.e.c. .60 608 | 1,019
107 Q Bookkeepers and Cashiers,

except Bank Cashiers 51 3,330 | 6,545
118 10 General Industry Clerks L6 2,468 | 5,343
123,124 | 11  |Messengers, Errand Boys,

Cffice Buys &nc Girls; Tele-

araph leccengers Al 2,524 | 6,205
117 12 |File Clerks 35 2,418 | 6,901
142 13 |Telephone Operators o3k 981 | 2,915
132 14 Physicians' and Dentists'

Assistants and Attendants 33 120 360
1.07, 3.08, 15 Hotel ClerkB, Ne€eCoy
112,116 Insurance Clerks, n.e.c;

Clerks in Trade, n.e.c.; and

Correspondence Clerks, n.e.Ce 24 Wk | 1,750
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TABLE 49 (continued)

Ratio of
Skills to| Total | Total
DOT Jobs Skills | Jobs
Number | Rank Title 1:2 (1) | (2)
135,136, 16 | Technical Clerks, n.e.c.;
148,149 Stutistical Clerks and
Compilers; Agents and
Appraisers, n.e.c; Clerks _
and Kindred Occupations 22 38 169
175,180, 17 |Salespersons; Salesmen to
185,197 Consumers; Salesmen and
Sales Agents except to
Consumers; Shoppers .12 900 | 7,51k
170,196 18 |Sales Clerks; Sales Clerks,
Dry Cleaning and Laundry .08 660 | 7,971
103 19.5| Checkers Ol 21 501
13,138 19.5|Shipping and Receiving Clerks;
Stock Clerks 04 122 | 2,978
127,128 21 |Post Office Clerks; Mail
Carriers .03 L6 | 1,680
- 157,163 22 |Salesmen, Insurance; Sales-
men, Real Estate .01 20 | 1,342
Totals .68 67,341 [99,509

~ecretaries and stenographers rank number one in skill rstio requir-
ing two ckills per job. Typists rank second, requiring 1.1 skills for
each job in this category. Salespersons, salesmen to consumers, sales-
men and sales agents except to consumers, shoppers; sales clerks, general
and dry cleaning and laundry; checkers; shipping and receiving and stock
clerks; post office clerks, mail carriers, and insurance and real estate

saelesmen are at the bottom of the 1list of skills demanded.

Full Tt Provided by ERIC.
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Skills Dem.nded by Specific Job Titles

Compilations of skills demanded in each of the Dictionary of Occupational

Titles classifications filled by Detroit businesses in office and retail

2

entry jobs are contained in Appendix H.

Five specific examples are considered here as especially important to

school people (Tables 50 to 54).

Table DOT Job Titles

1
50 133,137 Secretaries and Stenographers’
51 104,105 Clerks, General and General

Office

52 137 Typists

1
53 175,180, Salespersons, Salesmen to Consumers,

185,197 Salemen and Sales Agents Except

to Consumers, and Shoppers

5k 107,196 Sales Clerks, General and Dry
Cleaning and Laundry

TABIE 50

Secretaries; Stenographers
DOT 133,137

Entry Job Skill Requirements

Skill Required Number Percent || Skills Specified |[Rank Number(gz?ﬁf$;2)
One or More 4,752 100 Typewriting 1 4,719 99
None - - Shorthand 2 |k4,552 96

Business Machires | 3 38 1
Total 4,752 100

Total 9,309 196




secretary job classifications (Teble 50). However, only three different

kinds of skills are required: shorthand, typewriting and business machines.

TABIE 51

Clerks, General. and General Office

f 112
} Again, the highest ratio of skills required is in the stenographer,
t DOT 104, 105

Entry Job Skill Requirements

Full Tt Provided by ERIC.

Percent
; Skills Required || Number {Percent || Skills Specified |Rank |Number |(N=15,278)
One or More it 15,278 | 69 Typewriting 1 14,621 96
{ None 6,788 | 31 Bookkeeping and
r Accounting 2 2,218 14
* Total 22,066 | 100
Business Machines| 3 2,108 13
Shorthand L 1,530 10
Office Practice | 5 490 3
L Filing 6 433 3
| Business English | 7 120 1
|
: Business
3 Mathemetics 8 100 1
| .
j General Business | 9 28 0
| | Sub Total 1,648 T
No Ansvers 132 1_’_
l Totals 21,780 142
|
| T
' ERIC
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TABIE 52

Typists
DOT 137

Entry Job Skill Requirements

Percent
Skills Required || Number |[Percent || Skills Specified |Rank | Number |(N=16,507) ’
One or More 16,5071 99 Typewriting 1 [16,420 99
None 201 1 Business
) Mathematics 2 1,200 T
Total 16,708 | 100 |
) Business Machines| 3 675 L
Office Practice | U 286 2
Filing 5 228 1
Bookkeeping and
Accounting 6 200 1
Totals 19,009 114

General office clerks, probably because of the diversity of general
clerical work, have up to nine different skills required. Typists require
six different skills. That iypewriting is not demended of 1 percent of the
"typists" may mean either that a few typing jobs require a "hunt and peck"

level of skill or that interviewing or coding errors cause the discrepancy.

Full Tt Provided by ERIC.
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TABIE 53
Azlagrersons:  Salesgyen, tO0 JONSUmMErs; Selesmen and Snles tierts
Except to Coneumers; Shoppers
DoT 17%, 180, 185, 197
Entry Job Skill Requirements
Percent
Skills Required ||Number | Percent || Skills Specified |Rank | Number |(N=660)
One or Mo.e €60 9 Business Machines| 2 240 36
None 6,854 | 91 Typewriting 2 2o | 36
Totals 7,514 {100 Shop 2 240 36
Retailing L 180 27
Total 900 135
TABIE Sb
Sales Clerks; Sales Clerks, Dry Cleaning and Leundry
por 170, 196
Entry Job Skill Requirements
Percent
Skills Required ||Number Percent‘ Skills Specified |Rank | Number | (N=540)
One or More 540 T Business Machines| 1 540 100
None T,431 | 93 Business
Mathematics 2 120 22
Totals 7,971 | 100
Total 660 122

Perhaps the most significant fact about the last two tables (Tables 53

and 54) is the high percent of sales jobs not demanding any job skills,

ERIC

Full Tt Provided by ERIC.
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Sumary

Clerks, general and general office; typists; sales clerks; and sales-
persons acccunt for 55 percent of the office and reteail DOT job classifi-
cations filled by Detroit businesses.

Forty-three percent of all office and retall entry jobs required no
skills; ST percent did require one or more.

The DOT's requiring the least number of skills were post office clerks
and mail carriers; insurance and reel estate salesmen; shipp’ g, receiving
and stock clerks; checkers; and sales clerks and seleeperecns, Ninety
percent or more of the Jobs in thes2 office and retail areus did not demand
one single skill, |

Forty-six percent of all office and retail. jobs had 60 perceni of the
jobs in which at least one or more slills were demanded.

Typewriting was demanded in 4l percent of all entry jobs and in 85
percent of all entry jobs that required one or more skills.

The DOT's requiring an average of one or more skills per entry job were
secretaries and stenographers; typists, and canvassers and solicitors.

General clerks required as many as nine different skills.
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CHAPTER IV
CONCLUSIONS AND RECOMMENDATIONS

Introduction

The focus of this study has been on the determination of ;the number
and types of entry jobs avallable to high school leavers in Detroit, gnd
the concomitant skills demanded by the employer as & prerequisite for
hiring. Particular attention has been given to the office and retail
occupations available to 16-2; year 0lds with no previous full-time work
experience.

Date were collected from two primary sources--employers in Detroit
and school leavers from the Detroit Public Schools! Cless of 1963. All
data were collected through the use of professional interviewers., Where
appropriate, comparisons were made between phe findings from each of the
universes. 1

These data will provide appropriate school personnel, in Detroit and

~ elsevhere, the basis for meking curriculum changes in business and
distributive education offerings. They will also provide other education
versonnel with factual information concerning job opportunities and
requirements in a metropolitan area--information which should raise serlous
questions about the present and projected high school vocational education
progrems.

The first three chapters of this report have presented the purposes,
procedures, end findings for the study. Chapter 4, presents the basic
conclusions end recommendetions which seem appropriate from selected
findings. Hach conclusion is preceded by a citation to a supportive

finding aend is followed, where appropriate, by a recommendation.

' ERIC

Aruitoxt provided by Eic:
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FINDING 1
Four percent of sll Detroit companies (1CO or more employees)
account for 55 percent of all office and retaill jobs secured by 16 to 21
year olds. In all three phases of employer iuterviews, over S0 percent
of the companies with over 500 emplcyees had entry jobs available. Only .
22 percent of the smallest companies, on the other hand, had entry Jjobs
available. In other words, the odds are 1 out of 4 that employers of
~» less than 25 employees will hire 16-21 year olds. The smaller the
company, the more likely employers ere to hire for other tha.. office or

retail jobs; the larger the compeny, the more likely they are to hire for

office or retail jobs.

Conclusion 1

There is a direct relationship between the size of the company and
the number of entry jobs available for 16-21 year olds with a high school
education ere less., The larger the company, the more likely they are to have
entry-type jobs available.

The assumption that small companies (less than 25 employees) are a
major source of entry jobs for office and retail employees is not supported

by the findings.

Recommendation 1

Those responsible for planning job-oriented curriculums should look
toward the larger companies in determining job needs for the office and

retail occupations.

b ERIC

Aruitoxt provided by Eic:

e T T —
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FINDING 2
Thirty-eight percent of the 35,091 Detroit businesses stated they had
entry jobs that could be filled by 16-21 year olds., A significantly lower
percent of these same companies, 26 pércent in July, 1965, indicated a
disposition to hire this.age group. However, only 19 percent did, in fact,
hire during the six-month period preceding July.l, 1665. Furthermore,
only 10 percent'of all the Detroit companies hired 16-21 year olds for

office or retail jobs.

Conclusion 2

The fact that in 1965, a period of unprecedented economic activity,
€2 percent of all businesses in Detroit stated they did not héve jobs
that could be filled by an inexperienced high schaol leaver, raises serious
questions about the future opportunities for 16-21 year-ol¢ youth to enter

the world of worke.

gpcommendation 2

A study should be initiated to determine if those businesses that
have not hired 16-21 year olds could, in fact, have employed this age

group if it had been properly trained in high school.

FINDING 3
Approximately two-thirds of all entry jobs filled in office and
retail occupations were in two Standard Industrial Code Research Categoriesg

1) retajl trade; and 2) finance, real estate, and insurence.
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Conclusion 3

The odds are two out of three that high school leavers will find
entry office or retail jobs in retail trade or finance, real estate,

and insurance-type businesses.

Recommendationl3

Analyses of current entry jobs in retail trade and in finance, real
estate, and insurance should provide a tese for curriculum innovation,

since these types of businesses account for so many entry jobs.

FINDING L

Fifty-four percent of all entry jobs were accounted for in clerical

and sales Dictionacy of Occupational Titles classifications: L4 percent

clerical and 10 percent sales.

Conclusion 4

Data from both the school leaver and the employers support the
conclusion that more entry jobs are available in the office and retail
fields than all other occupational fields combined. Consequently,
vocational business education programs at the high school level should

receive . support in relation to the size of the population served.

Recommendation ba

A1l school personnel should be informed of and recognize the importance

of office and retail classificatinns as defined by the Dictionary of

Occupational Titles as an avenue for entry jcbs.

ERIC -

Full Tt Provided by ERIC.
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Recommendation 4b

Administrators of vocational education should provide proportionate
financial support for clerical and sales occupations in which more than

50 percent of the entry Jobs are filled.

FINDING 5
In the fiscal year ended June, 1965, 36 percent of all entry jobs
filled in Detroit were in unskilled (25 percent) and semiskilled (11
percent) occupations. This 36 percent was a significant increase over

the average of the preceding two years (22 percent).

Conclusion 5

More than one-third of all entry jobs filled in Detroit during the
yea: ended June, 1965, Gid not by definition require formal Ligh school-

vocational preparation,.

Recommendation 5a

Again, this conclusion supports the previous recommendation (4b)
concerning the allocation of veccational education funds at the high

school level.

Recomnendation 5b

A study should be initiated to analyze the stability of semiskilled
and unekilled DOT's entry jobs to assess the transitional role they play

in moving the 16-21 year olds toward permanent careers.
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FINDING 6
In the fiscal year ended June, 1965, 12 percent of all entry jobs
were in service occupations. During the years of the study, service

occupations averaged 15 percent of all 16-21 year olds hired,

Conclusion 6

Service occupations are not proving to be the "bright hope of the
future." During the period covered by this study, service occupations

did not provide the number of entry jobs that other sourczes have indicated,

Recommendation 6
A clear distinetion should be made by and for school personnel
responsible for vocational curriculum development between service~type
businesses and service occupations, For example, the practice of one
vocatiorial group reporting enrollments by SIC census and all other vocational

groups by DOT cleesification adds to the confusion.

FINDING 7
An average of 19 percent of school leavers of 1963 had not keld s
full-time job. Furthermore, 5 percent of the class had not experienced
even a part-time job. Fifty-five percent of all school leavers had

obtained a full-time Job within six months after graduation,

Conclusion 1

A hard core of unemployed school leavers appears to be developing in
the Class of 1963 school leavers.

ERIC

Full Tt Provided by ERIC.
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Recommendation Ta

Since only 10 percent of all Detrnit businesses did hire 16-21 year
olds for office and retall jobs during the last phase of this study,
business and industry should reassees personnel policies as applied to

employing the inexperienced high school leaver in these areas.

Recommendation Tb

An intensive study should be made of the subsample of unemployed
from the (lass of 1963 to determine the critical educational require-

ments that would have enabled them to secure entry employrent.

FINDING 8.
More 16-21 year oids lost their jobs for incompetence and inability
to do the job than for any other reason, Inability to get along with

people accounted for one-third of the reasons for dismissal.

Conclusion 8

In this age group, inability to get along with people is not the
major cause of dismissal, as has been reported in most other studies.
More emphasis needs to be placed on preparing the student with adequate
vocational skills (including reading, writing, and spelling);and at the

same time, on stressing an appreciation of his responsibilities to the

employer.

Recommendation 8

BEmployers should be encouraged to state more specifically the reasons

they discharge workers from entry Jobs. An attempt should be made to
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collect a series of specific instances of dismissal. These should be

used by school personnel in preparing young people to secure employment.

FINDING 9
Of 43 "co-op" students in the sample, <5 percent had had an entry
job, compared to T9 percent of the other szhool leavers. The difference
was significant above the .02 level. However, of the current full-~time
Jjobs held at the time of interview, there was not a significant difference

at the .05 level as between 'co-ops" and the rest of the school leaver

sample.:L

Conclusion ¢

The "co-op" work study program appears effective in helping students
obtain an entry job but does not necessarily help students in retaining

full-time employment.

Recommendation Ga

To improve the "co-op" work study program, greater effort of
coordinators should be placed on activities related to employment
retentions In other words, the objective of students should be placed
not only on how to get the initial Job but also on how to retaiﬁ it and

grow in it.

lmhe current co-op enrollment in office and Distributive Education while
seemingly large (2,300 office) comprises less than 23 percent of the
current graduating class; thus it makes less impact then it could because
it is not known by many companies. Approximately 600 employers use
office co-ops in Detroit out of the potential 35,000 companies in the
universe of the study.
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Recommendation 9b

Steps should be taken to provide "co-op" opportunites to all voeational

office and retail ctudents.

FINDING 10
"Co-op" work study, sex, race, and the combined factors of sex and

race, were significant influences on whether o school leaver had held an

entry job. "Co-op" was the most positive tactor in determining hether a
school leaver secured a job. Being a female Negro was the most negative

factor in determining that a school leaver ¢id not secure a job.

Conclusion 10

Females zenerally have a more difficult time obtaining an entry job
than do males. Female Negroes have more difficulty obtaining jobs than
do any other group. It has been generally assumed thet male Negroes have
more difficulty in obtaining entry jobs than do mole whites. The findings

in thie study do not support this belief foir the school leavers from the
rlass of 1963.

Recommendation 10

Depth interviews should be conducted with female Negroes who have
never been employed full time and vho are seeking work. This is to
determine what action might be taken with future classes af Detroit Schcol

leavers to eliminate the waste of human resources.

FINDING 11

School leavers' intelligence ratings play an important role in

determining the type of occupation in which they will find their ent:ry job.
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Fifty-four percent of the high-intelligence group entered cleriecal
occupations. However, only 17 percent of the low-intelligence group
entered this occupational area. In the retail occupations the situation
is reversed: Only 5 percent of the high-intelligence group went iato

retail occupations; while 17 percent of the lcw group aid so.

Conclusion 11

Clerical occupations appeal tc a higher-intellizence group than is
commonly believed by most school personnel--especially counselors. Low
intelligence may be a factor that excludes school leavers with business
training frem entering the clerical occupations. The schacl personnel
responsible for administering, counseling, and teaching in the vocational

business subjects should reassess their beliefs concerning intelligence

needed for clerical jobs,

Recommendation 11

Low-intelligence students should not be encouraged to enter an
office education curriculum, since a small proportion of them will secure
office jobs.

High-intelligence students should not be counseled out of an office

curriculum, since & high percentage of them secure office Jobs.

FINDING 12
According to the total employer responses, schools and "eo-op" work
or other work experience programs ranked seventh and eighth of nine ranks
as sources of recruiting 16-21 year olds. Of eight sources used by school

leavers in seeking a job, school ranked fifth among all sources used. Yet,
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in actually helping 16-21 year olds obtain a job, school ranked second
only to the personnel office. In students' current job, "co-op" work

and schools ranked 6 and 7.5 respectively out of eight ranks.

Conclusion 12

Employers do not consider the school as an important source for
seeking office and retail employers; school leavers do not consider the

schools as an important resource for seeking employment.

Recommendation 12a

Guidence personnel, office and retail teachers, and co-ordinators

need to cooperate during a student's senior year to (a).teach job

seeking skills, (b) develop a personal data file, (c) provide businesses
with a brief of qualifications of people leavirg sctool, (d) provide
improved job counseling, and (e) cooperate with public employment agencies
in testing job seekers and in exchanging information to aid beginning job

seekers.

Recommendation 12b

A centralized schcosl placement office should bzcome a focal point
from which businesses would be willing to seek beginning employees. This
is in contrast to revirg tusinesees contact 21 different schools to make
their job needs known.
FINDING 13
Fifty-five percent of school leavers employed in clerical occupatiors
reported taking one or more tests; 22 percent of those in retail occupations

80 reported.
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Conclusion 13
L
Testing at persomnel offices is a relatively important screening

device used by businesses in seckirg exrloyees,

Recommendation 13a

Duplication of testing effort should be eliminated tnrough a central
clearing house (such as the school) and with thc consent of the job seeker

such information made available to employers,

Recommendation 13b

To supplement school test information for employment purposes, schools
should encouragze the fmployment Securities Commission of the Department
of Labor to enter the school to administer the General Aptitude Test
Battery and similar aptitude tests, Such service available to employers
would cause them to look more frequently to the schools as a source of

information and help in seeking employees,

FINDING 1k
Aptitude tests, including intelligence, accounted for 50 percent of
all tests reported by school leavers in obtaining their jobs., Another
33 percent were classified as general achievement tests with more than
half of these reported as zr:ihmetic tests. Of those companies seeking
clerical employees, 37 percent reported giving a typewriting test. None

of the school leavers, and cnly 3 percent of the businesses, reported taking

or using a sales test.
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Conclusion 14

General intelligence and other aptitude and achievemrent tects are

those employed by businesses which test.

Recommendation 1k

In curriculum revision, a greater emphasis on basic skills of arithmetic
and communication appears to be warranted. This recommendation is based
on the emphasis in testing appilcants in arithmetic and othker general

achievement areas.

FINDING 15
Twenty-six percent of the smallest companies reported using tests;
45 percent, 51 percent, and 56 percent of the three middle-size companies

80 reported; 95 percent of the largest companies reported using tests.

Conclusion 15

Testing procedures are utilized most often in the large. companies,

Less emphasis is placed on tests by small- and medium-size ccmpanies.

Recommendation 15

Part of the preparation for employment should be "test sensitivity
training" with a variety of aptitude and achievement tests taken while in

school--not for grading purposes but for learning how to take tests.

FINDING 16
In companies of more than 100 employees, the application blank

ranked first; with the interview, formal or informal, ranked second of

12 screening devices. Among the small companies (1-3 employees) informal

ERIC

Full Tt Provided by ERIC.
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School eources of information were relatively unimportant, ceccounting for

he lovest rank of 12 screening devices.

Conclusion 16

The application tlank and interview, formal or informal, are two of

the most frequently uced Torms of screening employces,

Recommendation 16a

Job preparation must include specific preparation in learning to

complete a variety oi' job application forms,

Recommendation 16b

Job preparaticn should inelude a variety ol moex employment interviewvs.

|
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¢
interviev and references from previous cmployees ranked first and second.
FINDIVG 17

ueneral office clerks accounted for 22 pcrcent of all office and
retail entry jobs filled; typists, 17 percent; sales clerks ond sales
clerks in dry clearing and loundry, & percent; sales nersons, salesmen to
consurers, salesmen and sales agents (e:cent to consumers) and shoppers,
]
0 percent,

In ratio of skills required to jobs svailoble, secretaries and
stenographers ranked first with 1.96 skills demonded per Job; tyvists, l.l;

canvessers and solicitors 1l.0; general office clerks, .99, , |

Conclusion 1T7a

Typists and general office clerks, the top two office and reteil 4
jobs in terms of number hired, ranked high in the ratio of skills required

to Jobs available,
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Conclusion 17b

Stenographers and secretaries, which requirced tre highest ratio of
skills per job, did not account for & great mumber of entry jobs.

Conclusion 1T7e

Sales and sales related positions src among the lowest job classi-
fications in terms of skill demands.

Recomnmendation 1T7a

In terms of the number cf jobs and skills required, preparation for
general office clerks and typists should be high priority areas in the
Detroit Business Education curriculum,

Recomrmendation 17b

With only 5 percent of The office and retail jobs listed as secretary
and stenographer'gggggn and in view of the high proportion of skill demands,
it is recommended thet careful screening should be exercised when admitting
students to this preparatory proéram.

Recommendation 17c

In view of the low skill requirements, careful analysis should precede

any curriculum devoted to the preparation of sales and sales-related personnel,

FINDING 18
Forty-four percent of all office and retail jobs demanded the skill
of typewriting. Of all jobs demanding one or more skills, 85 percent
demanded typewriting., Typewriting ranked first as the most frequently
required skill in 13 office and retail occupations; second, in 8; and
third,in 1. Only two entry job classifications in office and retailing

did not have typewriting demanded of some workers.
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Conclusion 18

Typewrifing is the one skill that is generally required of office and

retail entry Jjob applicants.

Recommendation 18

Typewriting would appear to be the one single skill that should
probebly be supplied to all office and retail job seekers. The context
of typewriting courses and other job related instruction should be analyzed
and taught in terms of job needs.
In sumary form, the following statements stand out as the major
findings and conclusions of the study:
l. There is a high rate of unemployment in the 16721 year age group.
2+ Job turnover among school leavers is relatively high with more
than two-fifths reporting holding more than one full-time job.
3¢ Nine out of ten Detroit business do not employ school leavers
for entry office and retail jobs.
L, Few business "skills," as the term is used in this study, are
demanded as a prerequisite for employment in office and retail jobs.
5. The schools are not considered as an important source for recruiting
and screening 16-21 year olds. |
6. Typewriting was the one single business skill most often
required in an entry office and retail job.
T. Above average aptitudes as represented by intelligence tests
are possessed by & high proportion of those entering the clerical
field.,
8. Sex and race were the most significent influences in Negro fenales
not obtaining an entry Job.
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9. Both sex and race are significant influences in the type of

entry job obtained by school leavers.
10, Retail selling jobs demand few skills.

11. "Co-op" work experience was a positive influence for entrance

into full-time employment.

Needed Research

The findings and conclusions cited are at the heart of a social
Problem much broader and deeper than can be solved by school people alone.
Indeed, these facts are at the heart of numerous govermmental actions--
local, state, and federal--designed to have an impact on the instability
of initial employment or unemployment of youth. Yet, as great as the problen
1s, our concern here is that the school be as effective an agent as posible
in helping youth get and hold jobs.

Two courses of action are open to the school: (1) the playing of
hunches in innovative programs; (2) the development of additional tools
to measure what erployers need in terms of what schools can teach and what
school leavers then have to offer in competence,

Innovative programs are needed to narrow the bridge betweaen what

employers went in 16 to 21 year olds entering the lubor market and what

‘they get (or now refuse) from schools' vocational progrems. Such an action

program is that envisioned in Phase II of the current study. As a Senior

Intensified Program’ to be tested, the project holds out the hope of

1A 3-year demonstration project funded by the United States Office of
Education Grant Number OEG 3-061968-1993




133

decreasing the time of preparation for those entering office and retail
occupations while increasing the time for their general education. Other
iunovative programs are now in the offing. These programs are necessary
and must be done now to try to alleviate some of the current problems.
Yet, in the long run, additional tools will be needed for matching
entry jobe with school leavers Prepared to obtain and retain those Jobs.,
And these tools will extend beyond the classification system imposed by
SIC or LOT, or imposed by curriculum course titles. Wz offer these
suggestions as next steps in finding the needed tools of study:
1. Extension of the tool of Job analysis to the affective domain. ‘
Such an extension would perhaps provide models of the effective
office and réfail vorker, level of aspiration, self-image, and
similar "feeling side" of jobs to Judge employment needs with the
capabilitities of school leavers.,
2. Determination of the critical requirements of job clusters in
the office and retail areas and the commonality emong many :
occupations that now cross several fields of occupations.

3¢ The final tool is one originally projected for the current study--

the development of a job barometer. This portion of the study, you
will remember, was ruled out because of time and money. Yet, a
Job barcreter that does accurately reflect the changing tasks to
be performed in jobs by 16 to 21 year olds and their requirements
both cognitive and affective is needed; but such a barometer will

have to use more sensitive ingredients than SIC. DOT's, or currenc

curriculum course titles,
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Jobs svailable to high school youth with no previous full-time employment. This
project will provide business, education, and other interested groups current
factual data for planning purpoces.

Another unique aspect of this study is its emphasis on continuing investigation
of esployment opportunities as well as continuing follow-up of school leavers.

Previous surveys have been one-shot projects tiat have not explored the possi-
bilitiea of cantinuing modifications in the labor market and the implications

of these modifications on the preparation of youth for the world cf work. The
rapidity of change in business methods has created the demand for a corresponding
flexidbility -rithin the schools.

A thixd, ynique ssrect of this study is the intent to develop an index of changing
entry job opportunities through the utilization of data collected from the
expleying community and school leavers. This "index” will capitalize on toth

of the above unique features and furnish education with current factual data.
These data will ¢nable the schools to decrease the educational lag in a rapidly
changing society. It will also enable the schools to nake nececsary curricula
modifications in sufficient time to meet the needs of the mejority of the

school lsavers.

Finally, the spplication and refinement of sampling and interviewing techniques
to this specific problem will provide researchers in other communities the bases
for developing similar indices and for making necessary curricula changes.

Historical Note

This proposal was originally submitted to the United
States Office of Blucation on February 1, 1963 and was
assigned Project NMumber 2259. The reviewing penel recommended
that the proposal be revised and resutmitted.

The following changes have been made:

1. The statement of the problem was revised and refined.

2. The complete sampling procedures were revised in an
effort to achieve the same precision at a reduced cost.

3. The budget has been changed from $188,531 in Federal
Zunds for the original proposal, to $128,534 in Federal
funds for the revised proposal.

k., Consultant help was used in developing these revisions and
we sare indebted to members of the office staff of the
Cooperative Research Branch for many constructive
suggestions.

—— -1

DISCUSSION OF THE FROBLEM

In Detroit as in other places, there are many skilled workers wvhose occupations
are being changed by automation and other technologicsl developments. It Ixs
been assumed that these changes have affected the number and type of entry
Jobs. There is evidence that youth who have not develored their skills con-
stitute a major portion of the "hard core" of unemployed. Consequently,
questions are being reised about the develupment of special skills to meet

the changing Jjob opportunities for high school leavers.

Most of the talent studies to date have been concerned with the exceptional
atudent. Little research has been done concerning needs of the office and
retail occupations. Yet, this segment of the high school curriculum accounts
for approximately one-third of the total high school enrollment. In fact, there
are more students enrolled in this curriculum than any other in the Detroit high
schools, with the exception of Fnglish. Murthermore, it provides one of the few
opportunities for high school students to secure epntry Jjobs in occypeations
requiring specisl training. Therefore, it seems appropriate to ask what skills
mark & youngster as being talented for this changing job market.

The Michigan Bmployment Security Commission and other govermment agencies have,

for example, data relative to the number of clerical and kindred workers, currently
employed, as well as projected employment. They have not, however, determined the
specific entry jobs, nor the skills needed by inexperienced high school students

t0 secure the entry office and retail jobs.

This proposal is part of a longer project consisting of two phases. Fhase 1 of

the study will provide data periodically sbout changes in entry occupations, demands
for skills, and minimm requivements for entry jobs. These data will provide
implications for curriculum innovations and revision, as well as for teecher edu-
cation. Planning for the necessary educational implementation derived from data
collected in the first year of this study will be initiated during the secopd year.

Phase 2 of this study is not a part of the proposal, but will be the educetiomel
inplementation of necessary curriculum chenges and revisions. This vwill include
the development, tryout, and evaluation of new courses and procedures. These
courses would be designed to enable high school leavers to develop skills required
for the changing entrysjob merket. Although this second phase is not part of this
proposal, this implementation would be based upon the data acquired and planning
necessary for such revisions, which will dbe the end product of phase cne. S8ince
phase 2 is not part of this proposal, the balance of what is written below refers
to phase one only.
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RELATED RESEARCH

A thorough search of the Wayne libraries failed to reveal reports of previous
research studies in this specific field. Through contacts with appropriate social
and. governmental agencies in Detroit, however, several reports were secured that
bive relevancy to this study.

In 1956-57 The Detroit Commission of Children and Youth conducted

a statuz study to determine the employment pattern for youth in

Detroit. They found that a large percentage were unemployed and that
many had never been gainfully employed. They did not determine, however,
the number, type and requirements of entry jobs available to youth.

The Michigan Employment Security Commission has been advised of a
Pilot study to be started next year in five cocomunities to detexmine
employment opportunitics and market conditions for young workers. This
study has not been started and it will not be concerned with the entry
Job market, nor educational requirements for these entry jobs.

The report of Michigan Manpower training needs is important to this
study (as are similar U.S. Department of Labor reports) as a source

of projected employment trends. However, this report did not attempt to
identify job opportunities nor requirements for entry jobs.

The Detroit schocl system is in the process of developing a survey of
students' feelings toward school. This study will have scme relevance
to the proposed study in that contacts will be made with high school
graduates. However, it has been determined through consuliation with
tie director of that project that the focus and procedures of their
study will not provide the data needed for this proposed project.

. A representative of the Michigan Employment Security Commission found

that "firm data on the employmen:t of high school graduates and of drep-
outs are difficult to obtain, since youth entering the Jjob market do

not usually seek assistance of the state employment service." He further
emphasized that "starting in 1965 and continuing until 1975, there will
be a continuing rise of the number of young people entering the job
market each and every year. The problems that we are facing in 1962

and have been facing since 1958, (of prapering them for and helping them
f£ind eptry Jjobs) are only & preamble to the serious problem that Detroit
and the nation will be facing in 1965 and thereafter."” (Note: the
coment in the above parenthesis is F. Cook's editorial comment.)

-6-

PROCEDURES

X pilot study was the testing ground for the saapling procedures and interview
instruments which are incorporated in the present propossal. The pilot study was
conducted in a community in the Detroit Metropolitan drea during 1962-3. It was
accomplished through the technicsl and financial assistance of the Institute for
Regional anl Urban Studies (Wayne State University), and the financial support
of the Vocatiomal Education Division of the Department of Public Instruction for
the State of Michigan. It is reasommble to assume that the instruments and
procedures utilized in the pilot study can be adapted for use in this study.

The sampling procadures described in this proposal are satisfactory for use in
those urban areas in which access to city assessors’ tax rolls are possidle. 1In
centers where such lists are not available, a classified telephone list is a
possibility. Checks between these two methods of sampling will be carried out
even though the sampling procedures described will be utilized first.

The interview instruments which were developed in the pilot study are shown as
exhibits 1 and 2. They will be modified and revised through prectice interviews
with respondents who will not be part of the sample vhich will de drewn.

The techniques and procedures described on the following pages will be refined
and utilized in the present proposal.

To complete this study, it is believed that a two-fold approach is necesssary:

1. To survey the hiring practices of firms which provide entry jobs by
interviewing exployers.

2. To survey former students who have left school to determine their
employment history, their high school training, amd relationships between
the two.

This two-fold approach is necessary to cbtain an accurate perspective of the
changing job market. Zor this reason, two surveys are being conducted.

ﬂ Brief Overview of Entire Procedure

Entry Job Survey

. Identify population of {.isinesses. and industries.

Drav stratified proportiomal representative sample .
Test run interview instruments and modify 1if necessary.
Train interviewers to achieve "adequate consistency.
Conduct entry job survey.

a. Repeat 12 months later.

. Repeat 18 months later.

- Tabulate data for mschine processing.

B. School Leaver Follow-Up Survey

MFwbE

[*))

1. Identify population of school leavers.
2. Drav stratified proportiomal representative sample.
3. 7Test run interview protocol.
4. Trein interviewers to achieve sdequate corsistency.
5. Conduct school leaver survey repeating 12 and 18 monthc later.
O. swutlate data for machine processing.
C. aAmlyze, compare, and write up relationship between both surveys.
- S

Aruitoxt provided by Eic:
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L,

The total number of additional firms will be almost as many as were
selected for the original sample. Records will be maintained to pre-
serve the sequence in vwhich firms were selected. If we fail to inter-
viaw a firm in the original sample, the next listed firm in the alter-
nate list will be substituted.

T.ds process will be continued until the entire sample is selected.
Within each stratum, selection will begin with the sub-part containing
the smmllest companies. If in some particular stratum there is no
business of the smallest size, we will start with sub-part nurber 4,

Firms within a stratum will be numbered irn sequence using a different
color for each sub-part. The largest in red, next largest in blue,
etc. These will be the reference numbers to whie: one coordinates
numbers from the table of random numbers. It is recognized that this
procedure will be time consuming; however, it will provide a sample
that is more representative of the total entry job market.

A total sample of 1458 to 1578 will be drawn in three surveys over an
18-month period. Each survey would provide a representation of all entry
Job occupations for Detroit. A comparison of these surveys would be used
in determining changes in entry job opportunities and the interval neces-
sary for developing an index.

. Sampling High School leavers (graduates and drop-outs who remain in Detroit

Area)

1.

2.

3.

4,

5.

The sample will be drawn from data obtainable through the Detroit School
Census.

The population for these interviews will be selected (e.g. the class of 1962)
school leavers from Detroit public schools.

Stratified random sampling will be used. The process of “optimum alloca-
tion" will be employed with the primary strata being based upon geographi-
cal areas and the size of the high school. Sub-stratification will be
effected in terms of: (1) curricula, (2) graduates, (3) dropouts within
one year of graduation; (%) dropouts within 2 years of graduation; and,
(5) dropouts within 3 years of graduation.

The same basic procedures will be used for selecting the sample as described
for the selection of employers described above.

A sample of an adequate number of respondents as defined in step I (between
500-600) will be drawn. This process will be accomplished in three surveys
over an 18-month period. Each survey will inciude an adequate sample of
high school graduates and dropouts as previously described. The comparison
of the three surveys ‘1ill complete the determination of the interval neces-
sary for developing a valid index.

Experimental Design
1.

Utilize and refine the following instruments which were tested as part of
the pilot situdy.

=10~

e. Instrument #1: Interview Instrument for Entry-Job Survey. The
purposes of this instrument were to determine:

1) the past, present, future entry job opportunities availabdble in
the sampling commnity for high school leavers who had no
previous work experience.

2) the specific employer demands for these entry jobs in terms of
educational training and skills. (See Appendix 1)

b. Instrument *m Interviev Instrument for High 8chool leavers. The
purpose of this instrument was to determine the employment patterns of
students arter they left high school. (See Apperdix 2)

Utilize the sampling and statistical procedures and the intervieving
techniques developed in the pilot study to collect dsta on a periodic
pattern. In order to deteraine for future use, the intervals neces-
sary between surveys for the development of a valid "Index" of entry
job opportunities. It is proposed that the initisl survey be repeated
at an interval of 12 months anmd 18 months.

Make recammendations for continued utilization of the "Index'.

.. Make recoomendations for utilization of instruments and procedures in

other subject matter areas &nd in other metropolitan areas.
Planning necessary educational implementation for phase two.
Phase Two

Develop the procedures for implementation of the results of phase one.
This would be a study to continue the utilization of the index and would
emphasize the development, tryout, and evaluation of new instructiomal
units, courses, techniques, materials, and procedures for the curriculs.

4s indicated previously, although this phase is not part of this proposal
request, it is felt necessary to include it in the experimental design,
in order %o view the full scope of the study.

Information to be Obtained

The information to be obtained from Instrument #1 would include the following:

1.

”.

uo

The attitude of the employer towards hiring school leavers with no
previous full-time work experience.

Hiring patterns utilized by employers during the pest two years regarding
high school graduates and drop-outs with no previous full-time experience.

The 3kills required for entry Jjobs.

The employers' practices in connection with the following:
8. Checking on 2pplicant's educationul background.

b. Testing of prospective employees.

~11-

Aruitoxt provided by Eic:
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3. Organizations and Offices Held:
BUSINESS EDUCATION WORLD; NATIONAL BUSINESS EDUCATION QUARTERLY;

UNITED BUSINESS EDUCATION FORUM; BALANCE SHEET; OFFICE EXECUTIVE; ) California Business Education Association. State President.
MICHIGAN BUSINESS EDUCATION NEWS; REMINGTON RAND'S SYSTEM; BUSINESS
TEACHER; THE SECRETARY. National Office Management Association. Helped organize the Cedar Rapids
and mmp:o»w chapters and was charter president for both. National Director,
d. Author of chapters in four yearbooks published by the American Area 14, 1959-60.

Business Education Association.
Fund for the Advancement of Business Education. Helped organize this non-

. profit educational foundation. Chairman, Board of Governors, 1959-60.
B. COMMITTEE OF PRINCIPAL ADVISCRS Member, Board of Governors, 1960-61.

The principal educational advisors would include, but would not be limited to Delta Pi Epsilon, Kappe Chapter. National Chairzman of the Research

the following: Committee, 1963-

Ann Lind, Supervisor of Distributive Education, Detroit .ublic Schools. Detroit Records Management Association. Helped organize this association

Jeanne Reed, Supervisor of Business Bducation, Detroit Public Schools. and was Vice-President, 1951-52.

leslie J. Whale, Director of Business Education, Detroit Public Schools.

Frank W. Lanham, Chairman of Business and Distributive Education, University of
Michigan.

L4, Other Professional fictivities:

Participated in many local, state, and regional professional r-.atings as

Consultants and principal advisors will be secured frcm business, industry, a speaker, consultant, etc.

vernmental agencies, labor unicn, and educational institutions.
& & ’ ? Initiated and taught & course in beginning typewriting over an open circuit

The responsibility of the principal advisors and project director, who will act television station in San Francisco. This program was repeated in 1958.

as coordinator, would be to: .
5. Additional Work Experience:

1. Direct the overall planning of the proposed project.
Pt € Proposed proje 1960-63: Educational Director of the National Secretaries Association

2. Consult with the research specialist when necessary in terms of utilization (International).

of data acquired from the surveys.

1954-61: School year. Had a number of consulting Jjobs in the fields of
office layout, forms design, records control and training
programs, office management, school construction, and curriculum.
Recently completed a market survey on teaching machines for

3. Participate in planning necessary educational implementation for phase two.

C. RESEARCH SPCCIALIST Rheem Manufzcturing Company.
It is expected that the research specialist would be an expert in the research 1954: Summer. ¢orked for four weeks with the Iowa-Illinois Gas and
techniques of sampling and interviewing. Electric Company at Davenport, Iowa, on a F.E.E. Fellowship.
Facilities Available 1953: Summer. dorked for five weeks with the Carlson Hybrid Corn
— Company on a Foundation for Economic Education Fe.lowship.
The research associate will be a part of the staff of the College of mmsouanos Helped organize a new department, set up procedures and forms.

Was retained by the concern as an office management consultant

of Wayne State University. during the 1953-54 school year

The extensive research resources of the University include a steff of profes-
sionals, a core of experienced and reliable technicians, and a supply of such
basic toois as calculators and other office machines. In addition, the College
of Education has close relationship with the Wayne State University Computing
Center which has provided electronic data processing services for the University

6. Publications:

a. Co-author, Gregg Junior High Typing, published in 1959.

b. Editor, Secretarial Study Guide, published in 1963 by the Nationel

for the past 1k years. Secretaries Association (International).
-15- c. Over %0 articles published in: JOURNAL OF RUSIMESS EDUCATION;
“1k-
m .
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3. DO vou HAVE ENTRY JOBS FOR PEOPLE BETWEEN THE AGES OF 16 AND 21 WHO HAVE A HIGH 4. WITHIN THE PAST s x MONTHS HAVE YOU HAD/JUBS FOR PEOPLE AGEO 16-21 wiTHouT
SCHOOL EDUCATIGH OR LESS ANO NO PREVIOUS EXPERIENCE ON A SIMILAR OR RELATED EXPERIENCE? —_—
FULL=TIME 4082 (THAT 1S, 1S THERE ANYTHING HERE THAT A YOUNG PERSCN WITHOUT YES No
EXPERIENCE COULD DO?) ——
Yes No IF NO: Go To QUESTION 5 on Page 6.
IE NO:  Go To QuesTion ¥ on THE NEXT Pace, IF YES: Ha. WiTHIN THE PAST s+x MoNTHS HAVE YOU HIRED ANY SUCH PEOPLE
AGEO 16-21 WITHOUT EXPERIENCE?
AF YES: 3A. AS A GENERAL RULE, 20 YOU HIiRE FIGH SCHOOL GRADUATES OR DROPOUTS YES No
AGED 16=21 WITHOUT PREVIOUS FULL=TIME EXPERIENCE ON A SIMILAR e
OR RELATED 4087 IF NO: le. WHY HAVEN'T vou HIRED ANY? (INTERVIEWER: ipdicate
yes No Ak Bs. ansic s by scerial ordur; pleuse list oth.r,)
THEN GO
IF YES: Go To QuesTion k on THE NEXT PaGE. T0Q. 5 A. HAO NO QUALIFIED APPLICANTS
ON PAGE €. NONE AGEO 16-21 APPLIED FOR JoSS
1F NO: 38. WOULO YOU UNOER CERTAIN CONOITIONS? | 6. C. BUSINESS HAS SEEN BAO
Yes No 0. NO NEED FOR MORE EMPLOYEES

E. NOT A COMPANY POLICY TO HIRE THESE PEOPLE
acep 16-21

IF YES: 3C. WOULO YOU LOOK AT THIS CARO ANO RANK NO MORE THAN 2
F. OtHER (LisT):

- LETTERS USING A 1 OR 2, WHICH BEST OESCRIBES
UNOER WHAT CONDITIONS YOU WOULO HIRE THEM?
(INTERVIEWER: GIVE R CARD 1 ANO RECORD NUMBER

NEXT TO LETTER.)

1

A. IF JOBS EXIST REQUIRING NO EXPERIENCE

8. IF APPLICANT 18 WIGHLY RECOMMENDED

Ce |F APPLICANT MADE A GOOD IMPRESSION

O. IF APPLICANT WAS SKILLEO N JOB
APPLYING FOR

€. |F APPLICANT MEETS A SPECIFIED AGE If YES: Bc. ABOUT HOW MANY HAVE YOU HIRED?
F. OTHER (LisT): -

0. WERE ANY OF THEM HIREO FOR OFFICE AND/OR RETAIL JoBs?

Yes No
1F NO:  30. WAULD YOU LOOK AT THIS CARD ANO RANK NO MORE THAN 2 Bg. WERE ANY OF THEM HIRED FOR GTHER TYPES OF JO837
LETTERS USING A 1 OR 2, WHICH BEST DESCRISES
WHY YOV WOULDN'Y HIRE THEM UNOER ANY CONDI- { Yes No
Trens? (INTERVIEWER: Give R CARO 2 ANO —_— ——

RLCORD NUMBER NEXT TO LETTER.)

INTERVIEWER: PLEASE QUOTE THE FOLLOWING:
A, TON IMMATURE AND INEXPERIENCEO

8. TRAINING TIME TOO LONG AND/OR | WOULD LIKE TO GET 3OME INFORMATION ABOUT THOSE WHO WEWL MIREO
EXPENS IVE 1% THE LAST SIX MONTHS THAT WERE BETWEEN THE AGES aF 16-21.

C. UNION (OR ATHERS) WON'T LET US
(CAN'T LEGALLY MIRE THIS AGE GROUP INTERVIEWER: CHECK QUESTION 40 ABOVE TO SEE IF R HIRED FOR

O. INSURANCE TOO HIGH (HAZAROOUS WORK) OFFICE AND/OR RETAIL JOBS; IF HE 010, TURN TO

€. OTHER (LIsT): CHART ON NEXT PAGE. |F R ONLY HIRED FOR OTHER

TYPES OF JOBS, TURN TO CHART ON PAGE m.

-3 -
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5.

during the 'IEXT 12 months, do you anticipate having any FULL-TINE OFF{CE AND/OR
RETAIL jobs for people betwcen thc aqes of 16-21 without previous full-time
exparience on a related job?

Ycs )
1° YES: Go to Ouestion S5b on the next page. (IMTERVIFWER: For the remainder
of the questionnaire we are only intcrested 1n OFFICE AJD RETAIL JOBS
for people between the anes of 16 and 21.)
JF NO: | ASK NUESTION 5A BELOL! KD °SKIP TO MUESTION 13 ON PAGE 106; THE

TERMINATE INTERVIELN,

5a. \lould you tell me why you don't think you willl HAVE jobs for them
in the next 12 months? (INTE®VIEYEP: Probe for whether they willt
not have any jobs suitable for such youna and inexperienced workers
OR would not hire them for other reasons.)

zlon" Indicate answers by serial order; please list other:

—— Need experienced people; no time to train inexperienced people
— . Business is bad

—_ Get our employees from other sources

____Don't plan to make any changes or additions to staff

—_Had little success with youngsters of this age group

— Can't hire anyone under 21, against company policy

—_No need for OFFICE AND/OR RETAiL EMPLOYEES

—_ DOther (tist):
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3. Do you test applicants for OFFICE ANL/OR RETAIL JOoS aged 16-217 Yes No

IF NO: Co to Question 9 on Page IC.
TF YES: GCive R Card 5 ana ask about eauh type of test separately.

8e. 8b. 8c. 8d. ASK QUESTION FOR EACH TEST GIVEN
R MINIUM SCORE | what is the name of the test? (If
Gives REQUIRED R does not know name of test, ask

Test TYPE OF TEST Record| Check | tollowing question.) Where was the
/ Minimum if test purchased?
(V1) Score | Mone |NONE

A COOPERATIVE (CO-OP) WORK STUDENT is a student who is empioyed up to half-time
during the school day for pay and receives high school credit for this work. His/
her work station is secured by the school and supervised by a representative from
that school.

A. General Intelliqgence

3. General Aptitude

C. General Aptitude Clerical

0. General Aptitude Other

ACHIEVEMENT :
L. Standar¢ized Genergl

. Clerical (Battery)

v. 300kkeeping

H, Salesmanship

I. Aritnmetic

J. Other (List):

INTERVIEJER: Record on "NR" (none requircd) wherever there is no minimum score required,

K. R gives STRAIGHT COFY typing test.

I. How many minutes is the test?

2. How rany errors ere allowed?

3. Can opplicants ¢rasc g correct?  Yes No

4. what is the minimur wirds per wrinute tnat you require?

R nives ROUCH DRAFT (copy) typing test.

5. now rany minutes i the test?

6. GHow many errors are allowesd (error rate)?

. Can applicants erase und cerrect?  Yes No

13} vhaot ic tne minimum ~ords per mingte that you require?

' R qives SifORTAAND tost,
tdachine

1. what i5 the method used tor dictation? Oral
2. How many minutes is the dictatio est?

3. what 13 the acceptadble "l MUY rate ot dictation?

4, Wnat is tne ALITWS rate i tronscription?

. How is the shorthand test :valuotad?

ever
9. Has your company/hired high school co-op students? (INTERVIEWER: Please
explain if respondent is not familiar with term "co-op sfudent.™)

Yes No

JF NO: 9a. Would you look at’ this card and tell me why you have not had
any co-op students? (Give R Card 6 and indicate answers by

(Then skip serial order; please list other,)
to 0. 10
oh Page 12) No contact with co-op students (or schoois)

Jobs require full-time empioyees, or prefer full-
time employees

Too much bother

Can't get them when | need them

No particular reason

Other (List):

IF YES: 9b. Do you have any co-op students working for you now?

Yes No
IF YES: Go to next page.
JF N:  9c. Is there any reason that you don't have any high

school co-op students working now? (INTERV{EWER:
Probe for no jobs or dissatisfication; indicate
answers bty serial order; list other,)

No contact with co~op students (or schools)

Jobs require full-time empioyees, or prefers
fuli-time workers

Too much bother

Can't get +*hem when | need them

No particular veason

Other (List):

]
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H |
4
LS ES
1. Please glance at this list of high school subjects and tell me how - ° o
important you feel these are to you as prerequisites for QFFICE AND = 2l - o o
RETAIL employees? (INTERVIEWER: Give respondent Card 7 and have R 3 83 cEB
evaluate each one: l-very important; 2-some value; 3-doubtful value.) — S &8
: b oo K]
CARD 7: A. High School General Business Courses: m ..a.. £ .mm W
o L a 4 et o
Economics 2 8 m o
Consumer Economics m. = B5 3 =
Economic Geography N
Business Law g rM
Business Organization & Management < w E m. a
General Business S u»e
Principles of Data Processing - 2 9 m.H
~ » .0
B. High School Business Skill Courses: m m P - .w
(3] u m o
Bookkeeping 8 . Sy
Business Englisnh = s § .5
Business Math S — .u..m .-
Business Machines: Transcribing - m 5,980
Duplicating m, oxen
Calculating " 84 ..
Cash Register s S* o & \
Daca Processing » 8 - .
Other (Which?) E 2 U_ . » -
5 2 K ® = '
-l.. Ll -9 ﬁ
o $E9
Marketing* (Distributive Education 1) 4 < Mm %o
Office Practi : L ? » || As2 .
Salesmanship* and Sales Promotion (Distributive Education ) 2 a. H P .
Shorthand Y & % PES m
Typing E = @8 ..n..m - S
Merchandising®* (Distributive Education 3) g ¢ o|l® .m..t m
Filing u S S8 " ~
-] L] .m o nou
1lc. What othér skills, knowledge, and attitudes do you consider very o ° .n,u -® .
important for young people in getting and keeping an office or sales S & .un g2 &
a 2 2 8
IF NONE: Go to Question 12. - o N el
v S 2|2 -
S EEF 3
= ¢ .58 S
L (-9 &
vt v m
T8 YlEe
3 - glloE& o
s 2 §|f=358 g
*This may also be called retailing. & = s .M m >
-13- o -3 £
-t w F ) (=]
- 14 -
I
>—y
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16. Respondent's Cooments:

-

15, Have you hzd to dismiss new OFFICE AND/OR RETA!L employees aged 16-2! in the
jast six months?

Yes No

—————

IF mw" Terminate interview.

15a. For what reasons? (INTERVIEWER: Probe for relative importance
of attitude and personallty versus competence and ability.)

Indicate answers by serial order and list other.

Negative Attitude (negative personality)

Incompetence (inability to do the job)

Negative attitude and inability to do the job

Qther (List):

17. Interviewer's Comnments:

INTERVIEWER: Record comments on next page.

- 17 -
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1. Sance you left school, have you had any kind of classes or training?

Yes No

RO: Go to Question 2 on page 2

Ir
1P

o]

la. ‘here did you have it?

(Nar:ie of School or Agency)

1lb. How long?
FROM: TO:
(tionth/Year)

lc. Dad you complete thias training/schoc®ing?

(iionth/Year)

Yes No

Go to Guestaion 2 on Pane 2.
Go to Question 1d belov,

IF YES

the next six months?

Yes No

I2 NO: Go fo Question 2 on Page 2.
le. 1111 this be full-time or part time?

Full cnzm Part-time

Don't Knou

(Currently in School

1d. Are you planning to return to your training/schooling wathi

)

’

2. Do you have a job now Yes No

IF NO: Sk.p to "uestion 8 on Page 9

1r ¥Es:

2a. l/hat :s the name of the coupany

(Name of Conmpany)

2b ‘Vhere 13 .t located (INTERVIEVER: If office bwlding,
obta.n street and nearest cross street.)

2c. Vhat kinu of bus. sees is that

2d. -‘bout how b.; a company :8 .t, : e. about hov many people
work there (INTERVIEWER: Obtain nurber of etployees tc
best of R's knowledgze for the :nstallat.oa that he/she is
enxployed at. If more than one installat.on of this cozpany
in Detroit couta.n total murber of employees >n all Detro.t
installat_ons but not .n other c.ties )

R s Installat on:

A. Lless than 4 A.Less than 4

B. Between 4 ana 24 B. Between 4 and 24

o C. Between 24 and 95 C. Betwee.. 2k andt 99
D. Between 1CC and SOC D Between 1({ and 5C0
E. More than 50C E. More than 50C

-4

d

VIEWER: QUESTION 2 CON1I INUES ON NEXT PAGE.

A2ll Det. Installat.ons includin~ R's
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L.

S.

Hhen di. vou start wor. .n, there Month Year

¥Would ycuv lcol. at this cara and tell ve how you found out about your job
(INTEAVIB/ER: Give R Card 1 and check answer.)

R:ployees already wor: n:; there ani personal refere. ces
~1l 1 a paper
Mich.2an Exployrent Secur.ty Cowm.ssion OR Michizan Employment Service
Private Ixployrent Asency
Public Exployzent . ency
Wal:: in at Conpany s Personnel Off:ce
School; Board of Educat:-on,
Co-Op Prosreas
tior}: Experience Prozrax
Porrerly exployed there
Other (Please specafy):

Before you were hurzsd, did soceone in the coapany interv.ew yo.

Yes No

I
i

6a. Y:th uho. did you have an interview (INTERVIEUER: Obta n
title or pos.tion.)

5

M0: 6b. Do you Lnow of any reasons why you d:idn‘t have an interv.ew-
Yes Ko

IP NO: Go to "uestion T ON NEXT PAGE.

IF YES: 6c. !'hat were the ressons (INTERVIEVER: Checl. appropr-ate
reason; spec:fy if o%per.)

Interv ewed elsevhere (MESC. Un.on Pr.vate Exployrent
.se.cy Publ.c Ewployrent uercy. etc.)
Vas linown by enployer
Company dcesn't - ve any
- _Bely on school s recousendations
’ ther {Please spec.fy)

4

-5«

. Did you have to take scxxe ...nd of test befare you were hired for

this Job:
Yes Ko
IF ¥0: Skip to Cuestion __ B ouu&.m
IF YES: 7a. What K¥nd of test 4. you take. Please lock at this card

and tell »e if you had any of these tests for this job.
(INIERVIRVER: Bend r Card ##_2  and complete chart on
next page.)

b ERIC

Aruitoxt provided by Eic:




fuecstion 7A
| T % i
INTERYIEWER: Please record a "OK" (don't know) wherever
MINIMUM SCORE REQUIRED R is unable to ansaer question.
TEST 1o I"inimum Don't Know
TAKEN TYPE OF TEST Record Score Minimum
“'inimum Required Score K. R took & straiqght copy typinqg test.
() Score (v )| ,
] i. How many minutes was the test?
A. Genera! Inte!ligence 2. How many errors were allowed?
3. Could you crase? Yes Ho
B. General Aptitude
4, vhat was the MINIMUM words per minute that you had to type?
C. General Aptitude Clerical
% ¥ »
D. General Aptitude Other
R took a iduagh dJraft typina test.
ACHIEVEMENT ; 5. How many minutes was the tust?
E. Standardized General 6. How many arrors wcre you allowed?
. 7. Could you erase? Yes ‘1o
F. Clerical (Battery) ’
8. ¥hat was the MINIMUM vords per minute that you had to type?
G. Bookkeeping
H. Salesmanship v
[
l. Arithmetic L. R took a shorthand test.
| . What was the method uscd ftor dictation? Orat Machine
J. Other (Specify):
2. How many minutes was the dictation test?
3. What was the acccptable MINIMUM rate of dictation?
INTERVIEWER: Nuestions renardirn tests continucs on next pace. 4. What was the MINIUM rate of transcription?
5. How did they cvaluate your shorthand test?

INTERV IFWER:

Ouestion 7 continues on next panc.

- 73 =
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(FCR FIRST FULL TIME JOB ONLY)

THIS PAGE FOR FIRST FULL-TIME JOB ONLY

(1t is important that you read directions before proceeding with this page.)

Do not ask questionsompages _12¢ to 15 if R's first
full time job 1s current job; please write "CURRENT JOB"
on this page and sk:p to questicii 15 on page 16

INTERVIEVER:

Do not ask quest.ons if R has not had any jobs since
leaving high school; please write ‘NONE' on this page
and skip to question 1§ on page 16

Do not ask questions if R has not had a job where he worked

more than 3% hours per week; write "INAP ° on this page
and skip to question 1§ on page 16

13. Before ycu were hired d.d sx.cone .r the company interview you?
Yes_ Xo
IF YES: 13a. With whor d:d you have an .nterview? (INTERVIEWER: Obtain
title or position.)
IF NO: 13b. Do you know of any reasons why you didn t have an incerview’
Yes No____
IF KO: Go to quest.on 14 below.
IF YES: i3c. What were the reasons- (INTERVIEWER: Check appropriate
reason, spec.fy .f other.)
Interv.ewed elsewhere (MPC, Union, Pr:vate Employment
Agency, Putlic Emplcyment .Agency, etc.
Was known by employer
Corpany doesn't z.ve any
Rely on school's recomrendations
Ler (Please spec:fy)
ik, Did you bave to take scme kind of test before you were hired for that job?

Yes No

IF NO: Skip to Tuest.ca l4b on page 15.

tlhat k.nd of test d.4d you take- Please look at this card
arnd tell re f ycu had any of these tests for that job.
(INTERVIEWER: Hand R Card 2 and cc:plete chart on next page.

IF YE3: 1ba.

« 13 -

INTERVIEWER: Now I would l:ke to ask you a few additional questions about
your first job after leaving high school where you worked more
than 34 hours a week.

10. What hours of the day did you usually work? (INTERVIEWER: Please

indicate with AM and PM.)

11. About how big a company i4s _ _ _ (check page 11 for name of compeny)?
INTERVIEWER: Obtain nurter of employees to best of R's knowledge for the
installation that he/she was employed at. If more than one installation
of this Jompany in Detroit, obtain total number of employees in all
Detroit installations, but not in other cities.)

R's Installation: All Det. Installations including R's
—a.Less than b
b.Between 4 and 24
c.Between 24 and 99
d. Between 100 and 500
e .More than 500

a. Less than &

b. Between 4 and 24

c. Between 24 and 99
d. Between 100 and 500
e More than 500

12. Would you look at this card and tell me how you found out about that Job?

(INTERVIEWER: Give R Card 1 and check amswer.)

Employees already vorking there and personal references
Ad in a paper

Michigan Employment Security Commission OR Michigan Employment Service
Pr:ivate Employment Agency

Public Employment Agency

Walk in at Company's Personnel Office

School; Board of Educat.on

Co-Op Program

Work Experience Program

Formerly ermployed there

Other (Please specify):

- 12%-
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16. when you were in high school, were you ever on & co-op, work experience, or job upgraaiug program?

Yes

No

Fow
i g
F g
2 2
T T
K g
g g
" 9

YUOW  :QL
13U :OL

83X

xB9)

FOR ALL RESPONDENTS
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C0-6P: Office

Skip to Question 17 on next page.

NO:
YES: 16a. Which type of program were you on?

Retailing
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JOB UPGRADING: WORK EXPERIENCE: OTHER (LIST):
16b. Where did 15c. ~What Tind of [16d. How long did |lbe. what type of work J6Z. Did you ] 16g. vhy did yon
you work while on jbusiness was that? Jyou work there? did you do? nt to keep | want or not want to .
this progran? n working stay on there? . -
(Name of employer here when
and location.) FROM: TO: ou left

mo./yr. 4 mo./yr. chool?
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FOR ALL RESFONDENTS
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Wculd ycu lock at this card and tell me whichk sources ycu have used when looking for a job? (INTERVIEWER:
Give R Card 3 and checl all mentioned in Cclumn 2.)

If R has never looked for wcrk, please indicate and skip to Question 22 on P, 25; 1f R is a dropout, ask Q. 21, P, 24.

Check 19a. ASK ONLY FOR SOURCES CHWCKED 19b. what happened when you went to -=--?
(W) (Record letter that describes what happened)
Source I What was your reason for going to a. Took job (referred by them)

Used ----? (PROBE FOR reason R went to b. Didn't offer me a job

By -—--. c. I refused a job

R d. Referred me to agency but did not get job
e. Filled application blank and never heard

from them
f. oOther (Specify):
A. Church

=

. Company Personnel

Office

Mazs Mediu:
llewepagers, TV,
Radio, Etc.

PO YOO X XXX X0 XX XXX XXX
VO0.6.6.6.0.080.0000800000.006.0.00.0:098:0000 00004
HRE 000000000 0.4.00.0.60.0:00.0.60.06000 60090904
ORUIR 0840000060000 000000600000000¢004

OO A YOO X0 T X KX KKK KO XX XK KKK KKIOOO 00K
XXX KX XXX X XX X XX XK X0 KKK KKK
000000 KX K00 KO0 0 KOO KRR KR K KX KKK
OO0 XK X0 KOCKXK KX KX XX KX XY XM XXX AN

D.

Michigan Employment
Service or MESC

Private Employmentu
Agency

F.

G.

Public Employment
Agency

School, Board of
Zducation

H.

Union

I.

ERIC
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FOR DROPOUTS ONLY

INTERVIEWER: Now I would like to ask you a few questions about your high school
career.

21. Why did you leave high school before you graduated? (INTERVIEWER: Probe for
reasons having to do with unsuccessful school experiences. If so, what? Or
having a job or promise of one; personal reasons, e.g., marriage or other
types of reasons.)

FOR ALL RESPONDENTS

INTERVIEWER: (DO NOT USE THIS STATEMENT FOR UROPOUTS): Now I would like to ask
you a few questions about your high school career.

22. As you look iack over your high school experience, what would you do dif-
ferently? (INTERVIEWER: If R replies 'nothing," please indicate and go
to Question 22a below.)

-

[ INTERVIEWER: Check Page 1 to see if R had any kind of iraining or schooling since
he left nigh school.

I1f R has had no further schooling or training, skip to Question
22 on next page.

If R has had further schocling or training of any kind, ask
Question 2la below.

22a. What do you wish your teachers, counselors, or someorie elge in the
school woculd have done differently?

2la. You have already told me that you had further after you left high school,

would you tell noe why ycu decided on the need for more ? (INTERVIEWER:

Please indicate with a check if R had training “or schooling

INTERVIEWER: Go to Question 22 on next page.

- 24 -
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FOR ALL RESPONDENTS

FOR ALL RESPONDENMNTS

24, Are there some courses that you wish you had CR had more of
you think might have helped you with regard to jobs?

Yes No

IF NO: Go to Question 25 on next page.

JF YES:

24a, Wwhat kinds of courses?

in high school, which

24b. How would they have been heipful to you with regard to jobs?

25.

In high school are there any other expsriences which you think can help
people to get & job? (IF NECESSARY: Things like clubs, activities, or

halping a teacher or counselor.)

Yes ¥o
IF NO: Terminate interview. SEE BOTTOM OF PAGE.
IF YES: 25a. Would you look at this card and tell me what kinds of

expiriences? (IMIERRVIEWER: Give Kk Csrd 6 and check all
mentioned.)

a. Clubs at school

b. Activities such as plays, sports, etc.
c¢. Helping a teacher

d. Helping a counselor

e. Helping in the office

f. Social activities

Co-op Programs

. Work Experience Programs

1.Job Upgrading Programs

j. Other (list):

25b. 1n what ways do you think these are helpful?

25c. Have any such things been of any help to you in getting
and keeping a job?
Yes Xo

INTERVIEWER: Terminate Interview,

- 28 -

INTERVIEWER: Please indicate if R was white . s

Negro N

Other __

- 29 -
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CLASSIFICATION CODES INTO

APPENDIX D
DISTRIBUTION OF STANDARD INDUSTRIAL
RESEARCH CATEGORIES
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IT.

Distribution of St ndard Industrial
Classification Codes into

Research Categories

Research Category

Construction and Manu-
facturing, Durable

Manufacturing Non-
Durable

SIC
15,
16,

17

19.
2k,
25

32.
33.

35.
36.

37,
38.

39.

10.

20,
2l,
224
23

26,
2T

28,

Standard Industrial Classification

Title

Building construction--general
contractors

Construction other than build-
ing construction--general
ccntractors

Construction--special trade
contractors

Ordinance and accessories

Lumber and wood products,
except furniture
Furniture and fixtures

Stone, clay, and gless products
Primary metal industries
Fabricated metal products,
except ordinance, machinery
and transportation equip-
ment
Machinery, except electrical
Electrical machinery, equip-
ment and supplies
Transportation equipment
Professional, scientific and
controlling instruments;
photographic and optical
goods; watches and clocks
Miscellaneous manufacturing
industries

Metal mining

Food and kindred products
Tot«cco manufactuirers
Textile mill products
Apparel and other finished
products made from fabrics
and similar materials
Paper and allied products
Printing, publishing and allied
industries
Chemicals and allied products




2

Standard Industrial Classification

Research Category SIC Title
II. Manufacturing Non- 29, Petroleum refining and related
Duratle (continued) industries
30, Rubber and miscellaneous
plastics products
31. Leaiher and leather products
Ol. Commercial farms
02, Non-commercisl farms
08. Forestry
09. Fisheries
| 11, Anthracite mining
| 12. Bituminous coal and lignite
mining
13, Crude petroleum and natural
gas
1k, Mining and quarrying o1 non-
metallic minerals, except
fuels
III. Warehouse and Wholesale 50. Wholesale trade
IV. Retail 52, ReTe~-building materials,
hardware and farm equipment
53 R.T. --general merchasndise
5k, R.T,-~food
55 Automotive dealers and gasoline
gervice stations
56, R.T.--apparel and accessories
5T, ReTe ~=-furniture, home furnishings
and equipment
53, R.T.~~eating and drinking places
59. R.Te.=--mizcellaneous retail stores
(ucB)
. V.. Finance, Insurance, T10 60, Banking
| Real Estate 11 61. Credit sgencies other than
banks
713 62, Security and commodity brokers,
dealers, exchanges and services
T4k 63, Insurancz carriers
6k, Insursnce sgents, brokers, and
gservice
65, Real estate
66, Combinations of real estate,
insurance, law office
T2 67, Holding and other investuent
companies

- ERIC

Full Tt Provided by ERIC.
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Research Category

VI. Business and Personal
Services
(ucB)
T20

YIII, Entertainment and
Professional Services

|
!

sIc
07,
40.
b1,
Lo,
Lh,
45,
L6,
L7
L8,
L9,
0.
T2
T5e
6.

88.

8k,

86.

9l1.
92,
93
ke

78,
79

80.

81,
82,

89.

o

Standard Industrial Classification
' Title

Agricultural services and
hunting and trapping

Railroad transportation

Local and suburban transit and
interurban passenger trans-
portation

Motor freight trensportation
and warehousing

Water transportation

Transportation by air

Pipe line transportation

Transportation services
Communication

Flectric, gas, and sanitary
services

Hotels, rooming houses, camps
and other lodging places
Personal services
Miscellaneous business services
Auto repalr, suto services,
and garages
Miscellaneous repair services

Private households

Museums, art galleries, botanical
and zoological gardens

Nonprofit membership organi-
zations

Federal government

State government

Local government
International government

Motion pictures

Amusement and recreation services,
except motion pictures

Medicel and other health services

Legal services

Educatlional services

Miscellaneous services

Py




APPENDIX E
PRACEDURES FOR CAMPUTING SAMPLING ERRORS




Procedures for Computing Sampling Errcrs

Because much of the data under study were of nominel or classirfication
type and were amenable tn analyses dcsigned for the study of dichotomous
populations, the data were treated in this fashion for the purpose of

estimating of sampling errors. Dichotomous date exist when there is one

category of elements displaying the characteristic under study, and a

category composed of those elements not possessing the characteristic.

Fursuing a conservative course of action in determining the amount of
sampling error present with a sample size previously determined, it was
assumed that the population was evenly divided relative to having or not
having the particular attribute studied &t a given time. The assumption of
a "50-50" distribution of the presence and absence of the characteristic
under study provides the condition of highest variability that can exist
in a dichotomous population and thus provides the largest amount of sampling
error present in a situation such as this. It follows from this that if
the population were dichotomously divided in any other menner, the sampling
error present would be less. Using the sample size previously determined
and the value of 2, the normal deviate associated with the central 95
rercent of the area uuder a normal curve, & series of 95 percent confidence

intervals were established for the data collected.

Employers! Procedures
The following formulas were used for estimating the sampling error

1
with the employers saunple.

lSiegal, op. cit., pp. 403-405, 163-165, 149-151.

S T TR e




d=2d
2 P

d = Amount of error

Z =% 1.96 are the values of Z between which the central 95 pefcent of
the cases composing the normal distribnticn occur.

qb = Standard error of sample arrived at by the following formula:

g = 205 where

o; = Variance
LA Relative weights of master sample to population.

The wi's are:

w,o=w =21, 560/35,T91 = .602k
vp = 9,760/35,791 = .2721
W, = 2,900/35,791 = .0810
wg = 1,400/35,791 = .0ko2
w5 = 131/35,791 = .0037 -
1.0000 ’

0’2 = Variance of a sample stratum, the valuz of which is
derived by the following formula:

g% By (.5 (.5 _.25
1 ni ni ni

Ru = Percent in "u" population that have attribute
(assumed to be .50 for a most conservative estimate),

.=1"'P =000
Qu u p)
n, = Number in sample from each sample stratum.
Using the confidence level of 95 percent and the conservative condition of
an assumed P = .5 and Q = .5, t4he various values of acceptable error for the

strata distributed over a dichotomous population are:

{




TABIE 1

| Enployers! Sgmpling Error

Brror
Size Strata ny (d)
1- 3 138 .0834
h-2h 133 | .08u9
25- 99 129 .0862
100-499 65 .1215
500 + 107 0947 ,
{ Total 572 .0559

The error values are for Phase 2 where the fewest elements (number
of completed interviews) were available. Therefore, in Phases 1 and 2
where the number of elements were larger, the sampling error is less than

whet is shown in Table 1.

School Ieavers! Procedures

The same general procedures were followed for estimating the sampling
» error for the school leavers., The formula which was utilized to develop
the sampling error is:

d =2 Pu Qu
n

d = Amount of error

l Z =+ 1.96 the two values of Z between which the central 95 percent
of the cases composing the distribution occur.

P
u

Percent in population that have attribuie (assumed to be 0.5 for
this is a most conservative estimate).

Q, = Percent in population that do not have atiribute (assumed to be
0.5 since P, + @, = 1).

n = Sample size

ERIC

Full Tt Provided by ERIC.




In using the formule the sampling errors shown in Table II were

L2

compiled:

TABIE II

- «. School leaver Sample Error

Error
Phagztf ny - (d)
| T 3
2 138 + .0935° ‘
Total 422 + JOUTT

L




e

e

APPENDIX F

DATA COLLECTION PROCEDURES
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Data Collection Procedures

Design of the Survey Cuestionnaires

The following is 2 statement of the procedures utilized in the develop-

1.

2.

ment and design beth of the employers' and schooi leavers' questionnaires.

The research staff prepared several drafts of the two question-
naires,

Drafts of these questionnaires were submitted to the following
grcups for their suggestions and revisions:

a. Committee of Principal Advisers

b. Panel cf Research Advisers

>

c. Panel of cooperating agencies.
These questionnaires were field tested and revised.

The revised questionnaires were again field tested and presénted
to our Committee of Principal Advisers for additional ideas and
suggestions. -
These questionnaires were used in Phase 1 and were modified only
slightly for the form necessary in the second and third phases.

Preparation for Interviewing Intervals

Prior to each interview interval specific procedures were utilized

1.

2.

to prepare the employsr and school leaver for thLe survey. The following

procedures were utilized;

A. TFmployers

Letters introducing the survey with the envelopes stamped "DO
NOT FORWARD" were malled to the employers approximately three
weeks before interviewing was scheduled to begin. During DPhases
2 and 3 the letters were addressed dtrectly to the respcndent
who had answered in the previous interview interval.

The "DO NOT FORWARD" letters that were returned to the office

were processed in an attempt to trace the new location of the
company.
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The Tace sheets of the employers' questionnaires were partially
filled cut in order to assist the interviewers in completing the
interview,

Bs School Leavérs

1.

2

3.

The liste of the school leavers were checked and an interview
numher was assigned to each school leaver,

Transcripts for these school leavers were cbtained from the Roard
of Education (transcripts were only available for graduates; for
dropouts, it was necessary to make trips to each of the 21 Detroit
senior high schools),

The necessary information to locate a school leaver was recorded,
from information listed on the school leaver's high school trans-
cript, on the face psge of the questionnaire.

Letters with the envelope stamped "TO NOT FORWARD" were sent to
the last known address of the school leaver approximately one
month before interviewing.

The letters introduced the potential respondents'to the purposes of

the study, The main purpose of the letter, however, was to ascertain

whether the respondent was still residing at the address gilven in the

school leaver's high school transcript. For those individuals who tad

moved, we used the following proceduress

Qe

b.

The same letpter was sent by certified mail with "RETURN RECFIFT
REQUESTED, "* :

A local credit bureau was utilized Tor those persons which were
net located by certified mail.

In Scre cases addresses were ascertained by using the Detroit
tel ephone directory.

There were a small number of school leavers who could not be located

by any of these methods. These school leavers were considered as noninter-

views and not as nonsample.

-

1

This wethod produced the greatest sucness,




Training of Field Personnel

Interviewing personnel for the survey were obtained from the files
of the Wayne State University Urban Research Laboratory., The following
steps were utilized in prepering the interviewers to cvbtain complete and
accurate data:

l. Literature explaining the purposes and aims of the s tudy were
mailed to the interviewers, ~

2 P full day was devoted to a training session., The interviewers
were given orientaiion on the project and the two questionnaires
(school leavers and employers) were thoroughly diseussed.

3+ Each interviewer was given questionnaires which they were to
complete and bring back within three days. These questionnaires
were checked over by the research staff and any questions that
remained were dealt with.

4, The interviewers were then ellowed to complete thelr assigned
interviews, '

Sorting and Classification of Data

In each phase the following procedures were followed in order to
insure the correctness of coding of the data:
l.s Professional coders were used.
2. The coders were trained by the resesrch assistant. TIn the traine
ing sessions the mechanics of the codgs were explained as well

as explaining any possible areas of difficulty,

3+ The interviews were coded and checked, Any discrepamcies were
settled by the research assistant or the project director.




APPENDIX G

NUMBER OF ENTRY JOBS FILLED
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APPENDIX 1n

ENTRY JOB SKILI, REQUITREMENTS
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1l
TARLE I
Bookkeepers and Cashiers (Except Bank Cashiers)
DoT 103.
Entry Job Skill Requirements
: Percent
Skills Required |{Number | Percent || Skills Specified | Rank | Number (N=2563)
One or More 2,563 39 || Typewriting 1 {1,301 51
None 3,982 61 || Business Machines| 2 996 39
Total 6, 545 100 || Bookkeeping and
Accounting 3 669 26
Filing L | 280 11
Retailing 5 80 3
Data Processing 6 1 0
Totals 3,330 130
TABLE II
Bookkeeping Machine Operators
DOT 102
Entry Job Skill Requirements
‘ l
. .|Percent
Skills Required |INumber | Percent || Skills Specified | Rank, | Number|(N=310)
Cre or More 310 L8 | Typewriting 1 | 269 87
None 342 50 ﬂ Business Machines| 2 | 219 7
Total 652 100 Bookkeeping and ]
Accounting 3 80 26
Total 568 1€L




TABLE III

Chaclers
DOT 103

Ensry Job Skill Requirements

Skills Required

“

Skills Specified

!
Number |Percent Number| Percent _
!
One or More 21 L || Typewriting 20 95
None 480 96 Boolkkeepinz and
Accounting 1 5
Total 501 100
! Total 21! 100
! i 1 | .
TABLE IV
Clerks, General and General Office
DOT 10k,105
H ? . Percent
Skills Required!!Number Percent|{ Skills Specified ! Number (I'=15,278)
One or More i 15,278 69 Typewriting 1,621 g6
' |
None it 6,788 31 Bookkeeping and
; Accounting 2 | 2,218 14
Total 122,066 | 100
' * Business Machines| 3 | 2,108 | 13
Shorthand b 1,530 10
Office Practice 5 boo | 3
Filing 6 433 3
Business English T 120 1
Business :
Mathematics 8 100 1
General Business 28 -
Stltctal 21,648 1.4
No Answer 132 1
Total 21,780 |1.42




TAELE V

Finencial Institution Clerks, n.e.c.
DOT 106

Entry Job Skill Requirements

Skills Required |{Number | Percent || Skills Specified | Rank KUmber<Lf;:§8$§
One or More LOT 40 Business Machines 1 236‘! 58
None 612 60 Typewriting 2 231 57
Total 1,019 100 ‘Wl Office Practice 3 90 22
| subtotal 20T | 1.37
No Ansver 51 12
Total 608 | 1.49
.TARLE VI
Hotel Clerks, n.e.c.; Insurance Clerlis, n.e.c.;
Clerks in Trade, n.e.c.; Correspondence Clerks, n.e.c.
DOT 107, 108, 112, 116
Entry Job Skill Requirements
Skills Required || Number | Percent} Skills Specified j Ranlz{ Number |Percent
One or More 394 22 Typewriting 1 260 66
None 1,356 78 Office Practice 2 120 30
Total 1,750{ 100 Business
Mathematics 3 20 5
Filing b 1k L
| Total bk | 105

|




TABIE VII

File Clerks
DOT 117

Entry Job Skill Requirements

Skills Required || Number | Percent || Skills Specified | Rank| Number (lt;fggg)
One or More 2,209 32 Typevwriting 1 1,480 67
None 4,692 68 “ General Business | 2 600 27
Total ’ 6,901 | 100 Filing | 3 190 9
| Business Machines| b4 124 6
| Office Practice 5 20 1
Sub Total 2,h14 | 110
No Ansver b -
Total 2,418 110
TABIE VIII
General Industry Clerks
DOT 118
Eantry Job Skill Requirements
' T ~Percent
Skills Required ||Number Percent Sikills Specified | Renk | Fumber | (N=2,198)
one or More | 2,198 | b1 || Typewriting 1 |19 | 8
None 3,345 | 59 Business Machines | 2 L) 20
Total 5,343 | 100 Office Practice |3 60 3
Business
Mathematics L 28 1
Filing 5 20 1
Total 2,468 | 112




YABIE TX

Mzssengers, Errand Boys, and office Boys and Girls;
Telegraph Messengers
DOT 123,124

Entry Job Skill Regquirements: .

Skills Required {|Number :Percent i Skills Specified | Rgnk ‘Number (lﬁea;f:gg)
One Or More 2,833 | 39 l General Business | 1 | 2,000 82
None 3,772 | 61 Typewriting 2 k32 18
Total 6,205 { 100 Shorthand 3 S0 b
Business Machines| U 1 0
Sub Total 2,523 | 104
No Answer 1 -
Total ’ 2,524 | 104

- — e r——
TAEIE X
Office Machine Operators
DOP 125
Entry Job 8kill Requirements

- : ) T Pefcent

Skills Required [Number |Percent} Skills Specified | Rank | Number | (N=721)
Cre or More 721 | & Data Processing 1 371 51
None 84| 20 Typewriting 2 335 L6
Total 905 | 100 Business Machines | 3 113 16

Bookkeeping and
Accounting L 24 3

Sub Total 843 116
No Ansver b 1
Total 84T | 117




TABLE XI

Paymasters, Payroll Clerks and Timekeepers
DOT 126

Entry Job Skill Requirements

Skills Rﬂuir:i Numver |Percent Skil]%s Specified | Rank { Number l(’;zggt):
One or More 127 | 61 Business Machines | 1 66 52
None 81| 39 Typewriting 2 61 48
Total 208 | 100 Bookkeeping and
Accounting 3 1l 1l
Total 128 101
TABIE XII
Post Office Clerks; Mail Carriers
DCT 127,128
Entry Job Skill Requirements
. Percent
Skills Required || Number |Percent || Skills Specified |Rank | Number | (N=36)
One or More 36 2 Business Machines | 1 26 72
None 1,644 | 98 Typewriting 2 10 28
Total. 1,680 | 100 Data Processing 3 10 28
Total 46 | 128
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Full Tt Provided by ERIC.

Physicians' and Dentists' Assistants and Attendants

TABIE XIII

DOT 132

Entry Job Skill Requirements

Skills Required || Number |Percent Skills Specifiec | Rank Numbgr Percent
One or More 120 | 33 H Typevriting 1 120 100
None 240 | 67 Total 120 100
Total 360 | 100
TABIE XIV
N Secreta;é;si3§f§g$grapherq
Entry Job Skill Requirements
i Percent
Skills Reguired ||Number |Percent [| Skills Specified ! Rank | Number (N=k,752)
One or More 4,752 | 100 Typewriting 1 {4,729 99
None - - Shorthand 2 k4,552 96
Total 4,752 | 100 l Business Machines | 3 38 1
Total 9,307 | 196




TABLE XV

Shipping and Receiving Clerks; Stock Clerks
DOT 134,138

Entry Job Skill Requirements

Percent
Skills Required jNumber |Percent i Skills Specified | Rank | Number ! (N=122)
One or More 221 &4 Typewriting 1 62 51
None 2,856 96 % Business
Methematics 2 4o 33
Total 2,978 | 100
Office Practice 3 20 16
ﬂ Total 122 100
— 4 L
i
TABLE XVI
Typists
DOT 137
Entry Job Skill Requirements
i : ! ! — Fercent
Skills Reguired_“gumber Percent || Skills Specified | Rank: Number |(N=16,507)
One or More 16,507 | 99 Pypewriting 1 16,k20 o9
None 201 1 Business
Mathematics 2 1,200 T
Total 16,708 | 100
Business Machines | 3 675 L
Office Practice 4 286 2
Filing 5 228 1
“ Bookkeeping and
ﬂ Accounting 6 200 1
Total 19,009 | 114
i L

.
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TABIE XVII

Telephone Operators
DOT 1h2

Entry Job Skill Requirements

Skills Required kumber Percent || Skills Specified |Rank | Number fﬁzgﬁig
One or More okl | 32 Typewriting 1 900 96
None 1,97k | 68 Business Machines | 2 40 L
Total 2,915 | 100 Office Practice 3 21 2
Filing L 20 2
Total 981 | 104
TABIE XVIII

Pechnical Clerks, n.e.c.; Statistical Clerks and Compilers;
Agents and Appraisers, n.e.c.; Clerks and Kindred Occupations
por 135,136,148,149

Entry Job Skill Requirements

Skills Required lNumber Percent| Skills Specified |Rank | Number |Percent

Cne or More 19 11 Bookkeeping and

Accounting 1 18 95
None 150 | 89

Business Machines | 2 18 95
Total 169 | 100

Typewriting 3 1l 5

Shorthand 4 1 5

!
Total 38 200

-

-4

e

Full Tt Provided by ERIC.
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TABLE XIX
Cauvasgsers and Solicitors
DOT 155
Entry Job Skill Requirements
T T '"— . Percent
Skills Required [[Number |Percent || Skills Specified |Rank |Number (N=1,02§)
One or More 1,025 | 100 Office Practice 1 840 82
None - - Typewriting 2 185 18
Total 1,025 100 Retailing 3 5 1 —
Total 1,030 | 101
TABIE XX
Salesmen, Insurance; Salesmen, Real Estate
DOT 157,163
Entry Job Skill Requirements
Percent
Skills Required ||Number Percenilr Skills Specified | Rank | Number |(N=20)
One or More 20 2 Business English 1 20 100
None 1,322 | 98 Total 20 | 100
Total 100

1,342

I
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TABIE XXT
Sales Clerks; Sales Clerks, Dry Cleaning and Laundry
DOT 170,196
Entry Job Skill Reguirements
Percent
Skills Required ||Nurber !Percent || Skills Specified | Rank Number | (N=540)
One or More 540 T Business Machines | 1 540 100
None T,431 | 93 Business
Mathematics 2 120 22
Total 7,971 | 100
" Total 660 122
TABIE XXIX
Salespersons; Salesmen, to Consurers;
Selesmen and Sales Agents except to Consumers; Shoppers
DoT 175,1€0,185,197
Entry Job Skill Raquirements
{' Fercent
Skills Required |INumber |Percent || Skills Specified |Rank umbver | (N=660)
One or More , 660 9 Business Machines | 2 ko 36
None ,6,85& o1 Typewriting 2 2o | 36
Total T,51% | 100 Shorthand 2 20| 36
Retailing L 120 27
i Total %00 | 135




